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ABSTRACT 

This booklet is designed to provide ideas on how 
youth competencies in the areas of basic education, pre-employment 
and work maturity, and job-s{»ci£ic skills can utilized to help 
disabled youth meet performance standards in programs funded under 
the Job Training Partnership Act (JTPA). Discussed in the 
introductory section are the following topics: the basic provisions 
of the JTPA and their implications for disabled youth, adoption of a 
competency-based student evaluation system, the advantages and 
disadvantages of a competency-based system for student assessment, 
and strategies for helping a private industry council (PIC) develop a 
competency-based system. Next, three models of the competency 
development process are described. The nest, three chapters, which 
constitute the bulk of the guide, contain numerous forms, 
questionnaires, and checklists that are currently being used by PICs 
and other JTPA-related agencies across the country to assess the 
competency levels of disabled clients with respect to the following 
skill areas: pre-'empl03nient and work maturity, basic education, and 
job-specific skills. Concluding the guide is a list of references and 
contact persons. (MN) 
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About this Publication 



The pur|M)se of this publication is to provide Ideas on how youth 
competencies can be utilized to help handicapped youth meet performance 
standards in prograns funded under the Job Training Partnership Act. 
The U.S. Department of Labor has given the Private Industry Councils the 
option of approving youth competencies in three areas which can be incor- ^ 
fwrated into the calculation of program providers' positive termination 
rate and cost per termination. These categories are 1) basic education 
skills; 2) job specific skills; and 3) pre-employment and work maturity 
skills. 

This option provides an opportunity for handicapped youth to have 
greater access to JTPA resources. It means that handicapped youth can be 
provided with training which is builtron a youth competency based system. 

Not all Private Industry Councils have a pre-developed competency 
based system in place, nor is there a nationally accepted system of 
con^etency based materials. However, competency based education is 
widespread in the nation's sctool systems. Private Industry Councils 
often work independently to develop and approve specific youth competencies. 
Thus, Private Industry Councils face a huge task in the development of 
these competencies. In addition, most of the PIC's youth competency 
development effort is directed at the disadvantaged population. This 
situation provides an opportunity for educators to work with PICs to 
develop youth competencies for use In teaching handicapped youth aged 
16-21 and helping them obtain employment. Therefore, we strongly 
encourage you to assess the en^^loyment and training needs of your handi- 
capped youth and work with your PIC in the development of approved youth in- 
competencies. « 

Youth competency exanples in this publication were selected from a ^ 
national search to identify competency systems developed, approved, and 
implemented by PICs. All exan^)les In this paper are either in use or 
suggested for use by PICs or other JTPA related agencies. The examples 
provided are not presumed to be the only possibilities. They are meant 
to serve as a stiirajlus to your thinking. 
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INTRCMJUCTKW 

Background 

Job Training Partnership Act programs which enroll jwuth aged 16-21 are required by the U.S. Oepartwent 
of Labor to meet the following Performance Measures. 

1. Entered Employwent Rate - 41* 

2. Positive Termination Rate - 82X 

3. Cost per Positive Tenalnation - Hot over $4«K) per person 

In mny cases it is difficult for these youth programs to meet the performance measures, especially pro- 
grams which enroll large n«rt»rs of handicapped youth. 

Realiiing that JTPA youth programs may not be able to meet these performance standards, Congress developed 
three categories of ymith e^loyment c(wpetencies which if approved by the Private Industry Council (PIC) and 
achieved by the youth, could be incorporated into the positive terwlnation rate and cost per termination. 
These three ywth c(^tency categories are: 

1. Basic Educational Skills - Ireluding readli^, writing, and co^tatlemal skills. 

Z. Job Specific Skills, including knowledge awl skills normally re<^ired to carry 
out entry-level tasks of a specific occupational or cluster of occi^tions. 

3. Pre-emp forwent and work isaturity skills. Including those skills needed to 
look for, obtain, and retain a Job. 

Implications for Handicapped Youth 

The utilization of PIC aw>roved Youth En^loywent Ct^taicies provides handlrapped youth with a great 
opportunity to benefit from JTPA resources. It helps special and vocational education departments iseet 
program performance standards if they solocit and receive JTPA funds to accoa^lish much needed services for 
handicapped youth. Private Industry Councils can also enroll many more handicapped youth in JTPA programs 
and still meet the required Performance Measures because the PICs can include as positive terminations not 
only those who enter unsubsidized e^lo>B»nt but also tlwse youth achieve basic, job Sfwcific or pre- 
employment and work maturity skills. By law, the Youth Convetencies must be recognized by the PIC before a 
program operator can use them to con^uter "positive terminations." PIC recognition also helps insure that 
youth will learn competencies valued by enf>loyers. 

ftovinq to a Cowpetency Based System 

The purpose of this p#per is to assist special educators and others to help handicapped youth participate 
in JTPA programs. Because special education students need to acquire coi^encles in the areas of basic. Job 
specific, preemplojment, and work maturity skills, special education departments should: 

a) review their cwn curriculum and that of other departments to see if a cc^tency 
based progr« exists In each of the "youth employ«»nt o^etency' areas; 

b) determine whether or not special education students have, or can gain, access to 
such con^tency based pro^a«» if tl^ are offered through anotlwr de|»rtment 
of the school; 

c) develop or adapt a coa^etency based program for each of the youth "e^loyment 
competency" areas if necessary. This develop^t fnrocess slwuld Involve all 
relevant school itepartm«»its, disclplims. and services as much as possible. 

A preliminary step In any such developront process would be to contact the 
local PIC to iteterelne **ether or not it has alreadjy developed ami approved 
a Youth Employment competency systen. If so, consider adapting or incorporating 
It; 

d) if the local PIC has not developed and approved a Youth a^loyment co^tency 
system, the scNwl amy wish to: 

- involve PIC staff in the school 's effort to develop one, with the intent 
of telping the PIC adapt a system similar or identical to that of tNf scJwol 
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. request that the PIC staff revlw an alrea<<y existing sctool based youth 
emplo^fit coa^etency syst^ for tlw pur(»>se of adapting It verbatim or 
Kith edifications, and presenting It to the Private Industry Cowcll for 
approval as a Youth E0?)loyB^t Coi^tency System. If approved, such a 
syst€Ri would enhance the chances of the sclrol to apply for JTPA funds 
and B»et the perfomance standards required. Since sw:h a system would 
apply to all program providers working with youth In that Service 
Delivery Area, handicap^ youths' chances of gaining attalsslon to 
these progrm also stould Ir^rease. 



Advantages of a Youth Coflq)eterK:y Systro 

In a co^tency based systM t\m sMIls to be learned are specifically described* activities to produce 
the desired learning are developed ami a metM to (^sure stuctent achlevenent Is stated. 

The goal of youth progr^ Is to prepare youth to enter the world of work. For handicapped yot^th, me 
positive (Hitcome would be to enter imsubsldlzed e^loyment at tf^ c(Mfnp1et1on of a JTPA progrte. A second 
fwsitlve outcoR* wmild be for haml1can)ed ycHith to learn cw^eteiwrles which could be used later In tlw process 
of looking for, obtaining or retaining a jc^. 

If your PIC has not set up such a systm. It Is Imi^rtant to present the PIC with a viable jmjth co^tency 
systew which ttey could accept. Before hitting tlwa with a full proposal* ho^^er, y<Hi i«y trtsh to amduct 
preliminary discussions with PIC staff regardlr^ the advantages of l^le^ilng a yiHith competency systan. 

Ef^loyers, handicapped ywith, edhjcators, and PIC's can b»«f1t frow tte developn^t and atlliMtlon of 
youth coc^tencles. So^ of these benefits were listed by the Kansas Task Force on Youth Cc8?etency- Their 
nine advantages are given belm. 

• clearly establish^ tte progr^ objectives so that prc^ram activities can be 
properly directed (greater efficiency) and ttm participant knows wtat to strive 
toward (Increased motivation). 

- promotes a sense of an accon^llsha^nt and a positive self Imge of youth 
participants when recognition Is givw for progress and achleve^t, 

- provides e»q>loyers of certified youth with a greater assuram;e of worker 
quality and with better Information m jKitentlal worker skills tNis redwing 
screening costs as well as the ad<ted cost of tralnlr^ turnover, 

- provides an Individual program c<»^leter with a certlflcatlw that can 

used as an asset when applying for a Job and helps the PIC to market program 
graduates 

{^ovldes a %wnd basis for perforaarce evaluation of sub-co ^ < . tors as 
well as specific program activities. 

- recognizes and builds ufm participant stn^gths ami focuses effort m 
deficiencies ttms avoldli^ wasted motion In tte laming process* 

- helps the $QA to achieve <tes1red levels In tfm pvformance standards due 
to the capacity to terralwte youth positively. 

* can be a vehicle to create grater dialogue and cMrdlnatlon with local 
educators 

- offers tfm opportunity to help youth Iwrn skills which employers are 
looking for In entry-level e^loyros. 

Service Delivery Areas can tenefit from co^tef^y tased ^loyment amJ training. In s toctment on com- 
petency based employiwmt and training produced by the Center for ^loyment and Inctm StiHlles at Brandels 
University, seven significant advantages were given. They are listed below: 

K The chief advantage accordlr^ to most i^actltloners Mho advocate 
coitqietency-based emplojmnt and trainlr^ Is that It provides a clear 
picture of sjwrlfic progrua outccm«s, and It encourages the wre 
efficient use of services available to jwith. 

2. The cc^f^tefKy^-based approach provides a comot^ management framewrk 
for staff and delivery of services* 

3. It allows different rates of achievement for Individual ywith. 



4. It facniUtes Identification of staff ctevelopront/training needs. 

5. It provides for flexibility in evaluation; criteria other than 
plac^nt may be used. It also allcm for coa^rability amng 
programs within a given SIM. 

6. It Increases ^ro^am resinmsiveness to local labor s^rket conditions 
and cflvloyer demands; furtteraore, training is targeted to local 
criteria and curricult^ may be developed to meet local needs. 

7. Finally, cooqieteKy-based e^loyn^t and training increases credibility 
of JTPA progr^ and services with eiqoloyers. 



Disadvantages of a Youth Cwi^tency System 

The Kansas Task Force also listed several disadvantages of a youth cc^tency system. In looking over 
the disadvantages as well as the advantages you should rme^r that the Task Force is directing their comments 
to the PICs. Nearly all tf« disadvanta^s relate to increased wrk for PIC staff members. The ti^ and effort 
required to set up and smiitor a youth e^loyment catspetwcy system can be a real barrier, because PIC staff 
mendiers my not have backgrounds or experience in working with ycHith coi^tOTCies In tte educational field. 

These disadvantages inc1u(te: 

- time and effort required to develop and i^lement a ycnith coi^»etency system 
on the part of PIC and staff menri>ers can be considerable; 

- Increased paperwork due to tfm necessity of doctmntation; 

- pre-assessn^t mst be mart through than is comonly practiced and ttnis 
Is mart time consuming or exf^sive; 

- If the JTPA Representative is asked to take on the responsibility^ for 
Instruction, particularly in the pre^plo>i^t ccm^^etency area, the 
added work load be an overload; ami 

- additional time and effort is required of staff ;mt$<his in developing 
Individualized Job Specific con^tencies in an (MT situation. 

In reviewing these disadvanta{^s w can readily see that special edtn^tors and others can play a key 
role in helping PiCs to develop a youth ei^lojf^t comii^te^y system which will not (^ly help all JTPA eligible 
youth but also make it more likely that handica;H>^ youth will be able to enroll arnl succeed in JTPA fwided 
programs. 

Helping the PIC ttevelop a Coc^tency Based System 

Competency based education has been aroimd for a long time ami many ii^ll developed approaches exist. Ttere 
Is no need to reinvent the wheel. Several state JTPA offices have developed youth ccx^tency guideliras ami 
selected skills for tteir Service Delivery Areas and PICs to follon. Ifwiivldual PICs have also developed and 
Implemented Youth brployifient Competency Systems. In the follmifing sectim, we provide exMples of coa^eterKiy 
development processes as ii^ll as existing competencies in the cate{H)r1e$ of f^*eq)loj^nt skills, work maturity 
skills^ basic education skills, ami Job specific skills. You can draw from these exw&ples in (teveloping my% 
to help your own PIC set up and i^lement a Youth Emploji^t Co^tency System. Ue also witlint informatiOT 
on modifications which may be necessary in helpir^ handica;^ youth succeed in training progr^ which iaqile^ 
ff^nt such a system. 

It s»K)u1d be remes^red that alttough a state h^s develoi^ cffi^^tency guidelines, the fjnaj[ authority for 
acceptance of any set of youth co^etencies is the local PIC. 
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Elements of a Coyg ieterocy Based System 

According to the ''Partrarship Exchange^* an Information service of tt^ Natlcmal Job Training Partnership* 
Inc.* there are several elec^nts of a good coi^tency based system. Tliese have teen ctairacterfzed In different 
docufi«nts» but generally the elements are; 

- Assessment — the ability to assess participants for skills tJwy already tave 
ufwn entry and to assess for skills attained upon program exit; 

* Heasur e^t — the ability to measure a |wrt1c1pant's progress tf»t)ugh the 
program^^nchma rks ; 

* Docffentatlon — the ability to dwtmnt (record) the attd1r«mit of certain 
skill levels as th^ are masured during the course of the progrra; 

- Services — an assessment of services (plarmed and actual) being offered 
In the SOA to Insure competmcles that are congruent with i<hat an MA has 
the ability to offer; 

- Gkw>d teclslon Haking — waking decisions on c<»^>etencles after fully 
exploring the l^ct they my have on target populations and progri^ 
offerings; and 

- Certification — an ability to certify that progrm youth have attained 
certain skills. 

A key point often raised by direct service providers Is: "Iton't tell 8« soi^thlng tteoretlcal. Show w 
sopiething that wrks In the real w>rld.'* To help you address this point, ccmslder tfw following exwiples of 
how state level and local level JTPA i^le^ters established ywth ei^loywent competwcy systems. 



The Maine Job Training CMrdlrwtinq Cowicll's Process 

...The Standards by which SDAs wuld operate a youth employismt coi^tencies systems in FY 'fifi,..are 
necessary to establish uniformity among SOA's electing to take credit for positive terminations for ycwth 
receiving a credential in enploy^t coii^tencies. The standards address very basic Issues of systems content 
and of Private Industry Cowcil involvement and recognition of specific coBvetencies in that system. 

"The following constitutes the recommmded stamlards and will be Inclined in the Governor's, Coordination 
and Special Services Plan for FY '85. 

A. Youth Es^loyment Coeq^etefKles System shall 1m;orporate; 

1. The conpetent parts of such a %ystm9 as itemized in the Secretary's 
Performance Standards, e*9-: 

a. a deficiency Ktentificatiw process that determines the ilflmmt or 
elements of^ t^ co^tencies system i*1ch are appropriate for the 
youth. 

The SDA's will demonstrate that tN^re are resources and procedures 
in place to determine a plan of service and competency development 
that matches tte youth's needs. 

b. a testirw/assessment process that determines that the ytHith has 
attained tlie cb^setemries specified for him/her. 

The SiM's will demonstrate that ttey have In place a mthodology 
for assessing, recording and verifyif^ the performance of ywth 
against co^tency standards specified by the Private Industry 
Council, 

A procedure for awarding the credential. 

Based on the content of the credential, the SDA shall: 

a. determifw ths specific standards of attainment required for certification; 
and 

b. clarify tte procedure for granting the certificate of attaifwent. 

3. The SOA shall develop specific performance goals for attainmnt of the 
credential ami Include timse in Its Annual Plans. 




n» SOA shall review the needs of targeted youth in terras of competency 
dewelopnent aWl shall develop a ftrategy for meetins those needs tl»t is 
reviewed by the Private Imiustry Cotfflcil. 

The CoBWittee also recomaends that a status report on IMeiwntatlon of Youth Cowpetencles Systems be 

sought in February of 1984, and that the status of tlw Systens be revieirtd in a year. 

•As with other progriws and systems, there is a special, unicjue language which accompanies this conpe- 

tency-based technology. The following itemizes the component parts of our competency systeni (taxonouy). 

COIffETEtCY AREA; (Work Maturity) 

CONPETENCY ; (Oependability/Reliabillty) 

INDICATOR: (The individual will deaonstrate an acceptable attemlance record) 

BEWCW4ARK; (By shwing up on time nine days out of ten «i his/her employment site) 

* ASSESaSEHT ; (as n^asured by er^loyer atterolance reports) 

• CERTIFICATIWI ; (copy of attendance report, or letter or recMsewlation 

frm e^loyer) 

Competency Area weans a group of related competencies. 

Coflgietency is a specific type of skill or ability. 

Indicator is a behavior that demonstrates the cfl^tency. 

BenchtBark Is the (tegree or standard of behavior that is expected. 

Assessment is the ^ans of Assuring. 

Certification is tte proof or verificatiwi that the standard has been cwt." 



The Rock Island (Illinois) Tri-County Training Consortia's Process 

"Basic Purpose of Conqietency Certification: 

1) To identify what en^loyers expect of ei^loyees. 

To provide training/remediation so jwuth ^t expectations 
To measure and certify when youth B»et expectations 

To let employers know what certification means so they will hire 'our kids" 

Z) To certify youth as competent so we can get JTPA term credit if ttey don't 
get a jot. Thought is that if youth is cocipetent, he/she will use skills 
to get job in future." 

"Rock Island Cowity was a small Prime S|MWSor under CETA. «e participated in the Consolidated Youth 
Ei8plo>ment Program (CYEP). Among other things we were to develop a systen for measuring youth competency in 
pre-eq^loyront, work wturity, basic educational skills, and job specific skills. 

At first we were overwhelmed by 'lealots' who Implied that we have to get employer agreement about what 
Is Important, had to measure to the finest degree, etc. Finally we agreed to take saall steps, lie finally 
realized our measurements wouldn't always be totally objective and that we couldn't measure everything. Me 
0 started by: 

- trying to use as «mich of what was already in place as we could,... specifically: 

1. We already had an applicant e9Vloj«b11ity assesawnt class. This was a two 
9 week 50 hr. class iriiich covered a ptitwie/ interest testing, career decision 

r.«k1ng, goal setting, job keeping, job seeking, employment related attitudes. 
We converted a narrative suewary of results to a successful cot^letion checklist. 

2. We revised su(»rvisor and Instructor evaluations to be irore sjwcific, 

3. We started measuring attendance. Trainees had to meet certain levels **ich 
became more strict as they progressed In the f^qrm. 

4. For basic eduational skills, we accepted a high school diploma or GEO as a 
starting point, and further tested math and reading usina the TABE (Test of 
Adult Basic Education). The TABE gives scores In grate levels, ninth grade 
was considered con^tent for most purposes. Persons without a HS/6ED or 
with less than 9th grade level were enrolled in basic skills or college 
readiness. «e found an average gain of 1.2 grade levels increase for IZO 
hrs. of Instruction and subs«|uently referred persons with less than a 

7th grade TA8E to existing (non-CETA) adult ed. classes since ours did 
not last long enough to bring up to conqwtency. 
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- tevelo^ TOW (it iMSt mm to ut) service! and measures: 

1. Started to use a betavlor point systee that MS used by sufm^lsors 
and trainers and counselors. Trainees lost points for uracceptable 
wrk or training recited behavior. For exas^le trainees wwld lose 
one point if late with no call In prior to start t1^. A trainee 
could only lose 4 In 6 month period (and still resMiln in tlw pn^rasK 

2. Developed a work readlmss class to teach pre*e^;>loyisent skills for 
tho^ 1^ tad ro or poor work history. This ms an expansion of 
at^loyablllty asMS!^ient for persons wto needed more. 

3. In (teveloping class sire training, used a comlttee of c^loyers 
and trainers In developli^ co®petem:1f»s (both entry level and exit 
level). Contlmted to use ^thly Instructor evali^tlons ar^ grades 
In less ttan class size training. 

4. In mrketlvni our tralnli^ and participants to esployers, we explained 
CMQietency and that no one iimild be referred to then unless they mt 
strict atta^nce atni perfortosf^e recpilre^ts. It worked, eiqiloyers 
liked wtat they saw and told othei*s. 

5* tfe also started a ''field evalt^tlm** pro^rm i^re private sector 
employers evaluated tralmes ami training rnrovlded ((faring CRT) 
for four weeks. If timy cNise, they could keep tte trali^ aftmMrd 
through stort term OJT (3 ^s or 1/Z DOT nAlchever was less). 

6. Continued to refine supervlsor/lnstrKtor evaluations ami tald 
supervisor orientations/training sessions In objective evaluation. 

etc.** 

""In CYEP we used e^loyer surveys frm other areas to determine en^loyer expectatlMs. In JTPA we are 
adding to that through a survey of PIC members. Cc^tency tenchmsrks may be revised. 

In all re<niests for proposals and contracts serving ^th, we recpiire the service jxrovlder to establish 
or use exist 1f^ beiKhmarks. 

We my try to tie achlevesent of co^tencles to soam type of Incentive payment, ^hleveeient of conqw-* 
tency In specific areas «i111 be rti^lred tefore referral to OJT and vocational classroom training, .even before 
referral to tryout employimit and limited Mrk experl^ce. 

Job related skills coR^tencles will be develofmi one at a time for less than class sixe tnlnli^ pro* 
vided through area vocational training facilities.., with ewfrtwsls on those youth roost often enroll In first." 



Model Youth Ewylo^ment Competency System 

"This section contains the youth ceqietency system moitel developed by Kansas Task Force on Youth Co^^ 
tency. Each cm^ency will be hamiled separately and will contain the following: 

• a basic description of t\m co^^timcy area 

• the method of pre-assessment 

• appropriate program activities 

- c(Hipetem:y measures 

- criteria for attainment of cc^tem:y area 

- worksheets, assesment forms, arW/or exao^les" 

Pocigtentatlon System. ''The measurement and doctmwmtatlon of participants' co^tency level before, 
during and after program participation Is a necessary asi^t to any youth 'wnpeten<;y systm. It Is this 
written record that serves as the justlflcatlor for asslgnront to specific program act1v1t1e«, competwcy 
certlflcatl&n and taking a positive tersHnatlon. In tte design of this model every atte«^t has been macte to 
utilize exlstlf^ forms with little or no modlflcatlm. 

Pre-assessment of Initial competency 1e%e1s Is tte first major coe^ionent of a con^etency system. This 
asses^nt should be docomented In t!« Vocational Testing Results sectlc^ of the Applicant Assessment form. 
Infdmatlon sNuld be i»*ov1ded cm the competency areas assessed ami the results of such assessment. 

• Individual skill deficiencies Identified during pre-assessment^ 

- type of tralnliHi profraw avalleblei and 

- availability of resources (e.g. staff time, funds). 



Once specific coiqietefKy ar^s are established as ^1s, they should be mited on page 2 of the EDP In 
the Planned fetlvltles/Results section. 

Wmn a partlcli^nt Is certified In the appropriate con^ietMcy areas, the JTPA Represmtatlve Is to 
docMent this In the EOP l^Mlate. Supporting docuaenutlon (e.g* Korksheets* as&essenent forms, test scores) 
should be referenced In the EOP Mrratlve and should be Included as verification in the participant's file. 

If the goal of training ms attalnwe.it of PIC recognized coi^etemiles and they had been attained, the 
JTW Representative may termif«te the youth by using a code 25 Attained EwployablHty Enhancenient • 

In siOTmary, there are three levels of measureiwnt and documentation Involving ttm attalra^nt of jwith 
en^loyment coropetencles. 

LEVEL 1 The ctepkllsts, norksheeU, rating forros, and test scores from each cc^tency a.fas. 

LEVEL 2 TI[j0-irfPA Representetlves statement on the EDP Update ttwt tl^ con^tency area had 
been attalrml. 

LEVEL 3 The termination code used to signify tlm attainment of youth employment co^tencles 
(this may m>t be used 'If the youth enters anqiloyn^t}. 

CertlflcatlOT/Credentlallnq. Upon tte attainment of a competency area, tte youth wIM be aMrded a 
certificate* The actual certificate sNnild be develof^ by each PIC. The Task Force recoa^nds that youth 
cot^tency certificates te designed In such a my as to either Imllcate the broad C(H:^tency area (e.g., 
work maturity) or the coa^>etency area awl the cc^petency Indicators the youth met (Ke.. 5whJ attemlance). 
The Indicators not n^t by the youth should not listed since this tc^s to leave negative connotations. 
A certificate should be signed by the JTPA Representative, the PIC Chair, and may also signed by ttw 
employer, worksite supervisor, or classrwm Instructor as appropriate. The certificate should be pre^wted 
only for achievement of a coe^ete^cy area not just for attemUince or CTrollment, 

This certification process Is valuable fr» several perspectives. For the ywith It provides an award for 
something he/sfw accoa^llshed. Many JTPA yojth have never Iwd this type of positive recognition for i»tuit 
they have done. With competeiKy Indicators listed on tte certificate, it can serve as a mini resume which 
details the youth's abilities to a prospective employer. The certificate being signed and attested to by an 
employer and tte PIC chair may give this mini resuw added wight in the eyes of a prospective employer. For 
the potential employer this certificate should Indicate that the jW4th has In fact proven that they are compe -' 
tj gnt In th^s area or areas stated. This can prove helpful In the screening process* 

Two additional means of providing recognition of cotq^atcy attaiimnt are i^rthy of mention and consid* 
erfctior. First is a letter of refereafwe frm the supervisor (i^ile In the program), a PIC mee*er awl/or the 
JTPA Representative* This kimi of letter can help the youth in a Job search* A second means of recognition 
Is In the form of academic credit from the local school system* This wuld l^ve to be erranged with the 
school ^stem through a formal agreemnt* 

Pre^EmploMMnt, The pre«*«^1o>ment CMpet«K;1es have been deslmed to articulate the skills ai^ knmledge 
vital to making Informed career cN>1ces and securing employm^t, Tiwj^th will itevelop an awareness of self, 
the Mrld of work, the labor market, com^nity resMi^es and urtiat ^loyers iMk for when they hire a person 
for a job. The major conf>etef^ies are as follms; 

- The youth participant will be able to make (at least preliminary) career choices 
and be able to prioritize ttose choices. The participant will be able to descrlt^ 
the chosen occupation and relate It to his/her am interests, skills ami i^llties. 

- The youth will identify educational institutions which offer trainlr^ and eo^loyers 
who offer ei^loyment in his/her ctosen career. 

- The participant will be able to demonstrate a basic awarei^ss of commnlty res<Hirces. 

- The youth will demonstrate an aimr^ess of hw to find, make application for, 
and Interview for a Job. 

Pre-assesCTCTt in the pre-emplo>i^t ccmpttmcy area is acco^llshed primarily through an interviewing 
process. A sufficient nuN^r of guestlcms should be asked such that the person doir^ the asses^aent can 
determine current level of competence. To determine level of competency on filling Mt a Job applicatlori 
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fof^, flft enploiwwt aw»l^cttiOfi used ijy an area ei^loyer shoulil te collated iiHl tte cqfflpleted application 
fated using the criteria m the Job implication Rating Sheet. 

Such pre-a$se$sment should be noted on the Applicant Assessmnt foro (JTPA 02}* (^ce a deficiency Is 
ftotedt the participant my be enrolled In a prt^ram activity. Classroom training (g^erlc) or Individualized 
Instruction are the most approprlate^^lvltles to telp youth develop coepetency In this area. This Instructi 
may be the only activity tte participant Is Involved In, be tte first Ina series of activities, or run con- 
currently with otNir activities (e.g. work experience). 

To become certified In the pre-e^la>i^t co^tency area a participant laust have achieved ccwpetei^e 
In a mlnlnnan of eight out of ttw ten cowetemry imUcators." 
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P«I-E1>W.0Y«ENT m WORK MATW.ITY CIM'ETENCIES F{» YOUTH 



Introduction 



Pre-employment co^tencies r«)resent the skills youth need to make career decisions as hwH as those 
needed to obtain a Job. Some skills relevant to this srea Include awareness of self, understanding specific 
occupations, job search technlgties and job Interviewing skills. Life skills such as using a phone, telling 
time, making change arel using public transportation may also fall within this area. ^ 

Work maturity skills demonstrate youths' ability to apply skills on the job In a manner that meets local 
employers expectations regarding basic en^Jloyee res|»ns1b11 Itles. ftore specifically, these skills include 
positive work habits, 8tt1tu(te$ and behaviors such as being fwnctual, regular attendance, appropriate appear- 
ance, good working relationship with co-workers. Initiative and following Instructions. 

Examples of caapetencles develo;»d In the areas of pre-employi^nt and work maturity are provided here 
to familiarize you with various co«veteiK:y systems. These exa^es represent 1w:al or state level efforts. 
You win note some differences from exan^le to example In formatting the competencies, though basically each 
competency system has ilmilar elements: cwipetency statements, benchnarks, and don-mentatlon. Also Included 
arc examples of instriwents and rating scales used to -measure youth's at tainment of the ccw^tencles. 

As you review and consider these exiaaples for developing and iB^lei^tlng your own competency system, 
there are two points to remeater: 1) your system must reflect local employers expectations of skills needed 
by entry-level en^loyees. and 2) the measure of couqjetency attainment must reflect the standard expected by 
local employers. However, this does not irean an Individual teacher can not adapt a c«n>etency system to 
take Into account hand1caw»ed students individual needs. 

To Individualize the skill training, iom cwnpetencles may need to be broken (town Into smaller achievable 
parts to enable your students to attain them. Additional tiiM for learning awl practice may be necessary. 
You may need to consider aUemati)re activities that lead to the attalfwent of a given competency. If a 
paper and pencil activity Is the suggested measurement techn1«pie, consider substituting this activity for 
one more appropriate to your students' capabilities which still reflects the standc.-d sought. If careful 
consideration Is given to the 1mpleri*ntat1on of a system of competencies, ft will be meaningful to l»th 
employers and youth alike. 

Ppe-^loy>r«nt and W?r* Mattanty Skillei» Ssaa^ls J: pre^Bmploynwtt oa^ Uork Ataei*rt% CompeimoD Araaa 
Source: The Kansaa Task Forva on Youth Campetmaiee 

Pre-emplovment Competency Area 

Pre-assessment In the pre-employn«nt cw^twKy area is accomplished prlmirily through an Interviewing 
process. The youth's level of coirpetency can be assessed by asking the questions that appear on the various 
worksheets and assessment Instruments presented in this report. U may not be necessary to ask all questions, 
twwever, a sufficient ni^r of questions should be asked such that the i»r$on doing the asses^nt can 
determine current level of competence. To determine level of competency on filling out a job application 
form, an employment application used by an area aaployer should be completed and the completed application 
rated using the criCerla on the Job Application Rating Sheet. 

Such pre-assessment stould be noted on the Applicant Assessment form. Once a deficiency Is noted, the 
participant My be enrolled in a program activity. Classroom training (generic) or Individualized instruction 
are the most appropriate activities to help youth develop coopetency in this area. This 1nstrw:t1w fi»y be 
the only activity the participant is Involved In, be the first In a series of activities, or run concurrently 
with other activities (e.g. work experience). 
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COHPETtWCY IWPICATOR 



HETHOO OF 
ASSESSrCNT 



1. Participant will Identify 
vocational or career 
Interests* 

2. The participant dononstratcs 

a knowledge of hls/t^r selected 
career, 

3. The participant, demonstrates 

an awareness of personal skills 
and attributes which make them 
suited to a chosen occupation. 

4. The participant can Identify 
Vo-Techs or Colleges «rii1ch 
offer training In his/her 
career field, 

5. The participant can 1(tent1fy 
employers In local job market 
which utilize the chosen 
career field. 

6. The participant will Identify 
comtjMnUy resources in the 
locality and their services, 

7. The part :lr^^t can identify 
resources ' locating jobs. 

8. The participant will provide 
a positively stated response 
for the nost cowronly asked 
questions by an employer. 

9. Participant can satisfactorily 
complete an eff?)lo>went awjiica- 
tion. 

OPTIONAL 
B. Participant will be able 
to satisfactorily develop 
a res(^. 



10, Participant can perform 
satisfactorily in a Job 

interview. 



Can nme 3 Jobs which Interest 
him/her and prioritize choices. 



Can Identify specific information 
about the Job. 



List 5 qualities or skills the 
youth iKissess ii^lch correspond 
to a chose^i occupation. 



Can nasm all or 3 (whichever 
Is less) colleges or vocational 
technical schools irtilch offer 
related tralnir^. 

Can narae 3 e^loy??rs »*1ch offer 
€»Vloy5JCTt In related field. 
Hiring requlraents. 



C<^1etion of fwmtmr 1 on the 
Occupational htorksheet. 



Completion of Z thru 14 on the 
(kcupational htorksheet. 



Completion of number 15 on the 
(kcupational Itorksheet. 



CcHS9>1et1on of ni^*er 16 4 17 
on the Occu|»t1aial Worksheet. 



Co^letlon of m^»er 18 on the 
Occupational Vforkst^t. 



Completion of Community 
Resources Checklist. 



Participant will receive satisfac- 
tory or better (10 out of 15 re- 
sources) score on the Com^mlty 
Resource Checklist. 

The participant can satisfactorily Co^letiwi of tte Ubere to 
answer all questions on Job FlmJIng Find a Job** Worksheet. 
Sheet. 



Co^letlon of questitms on the 
"ftjestions Employers May Ask** 
Worksheet. 



Job Application Rating Sheet 



Interviewing Skills Rating Sheet 



The participant will receive a 
satisfactory score for positive 
resfmises (written or verbal) on 
15 out of ZO (^estions. 

On a minimum of 2 applications, 
the participant will receive a 
rating of satisfactory or above 
in each of the following areas: 

U ffeatness 

2. Accuracy/Cc^leteness 

3. Legibility 

4. S(^1 ling/Grammar 

5. Follwing directions 

Participant win receive a rating 
of satisfactory or above In each 
of the three categories: 

1. Verbalizing 

a. Volunteering information 

b. Asking questions 

c. Ansnfering questions 

?, Personal Cteracteri sties 

a. Ai^ea ranee 

b. Ability to wrk 

c. Hand shak»£ 

d. Eye contact 

e. I^sture 

3. Knowledge/interest of cwv«ny 
and position 

Hote- To become certified in the pre-employifient competency area a participant mst have achieved competence 
' in a minifflum of eight out of the ten competency indicators. 
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(KMSAS TASK FOKE M YOVfB Ctm^SmKISS) 
OCCUPATIONAL IJORKSHEET 



tame of Student 

1. Name three occupatlcms (jobs) which you are suited for ami ttat interest you In order of priority. 

^ First Choice 

Second Choice 

Third Choice 

Note: The remaining qi^stions relate to the occii^ational choices listed above as First Choice. 

2. What is the usual beginning for this occupation? ^ 

Wiat is the avera^ wa^ for this oa:ifl?ati<m? ^ 

3. Is this career now in desawJ in the local area? 

Nationally? 

4. What is the long range wtlook (demand) for chosen occupation? 



5. Does this occupation r^uire a license or any special permits? 

6. How much education or training is needed for this career? 



7. Do ne«J your cm transportation to carry out Job responsibilities? 



will, travel be involved? 



8. Do you need special clothing for this job? 
If so, what kind? 



Do you need special tools or sui^lles for this job? 
If so what kind? 



10. What are the disadvantages of this jcA or career? 



11. What are the advantages of this Job or career? 



12. Describe the wrking conditions of this particular career. 



13. Do people in this occupation have unions or professional organizations? 
If yes, )fAi^t are they? 

14. How or where can you find out more about this occupation? 



15. list five qualities or skills you have that will be is^^ortant to succeeding In this occupation. 

16. Name three colleges or vocational schools (public or private) ttet offer training in chosen 
occupation and their location. 

17* Select one of the schools listed in questlOT IS above and provide tte following information 
about the training offered: 
a. name of training offered 



b* length of training program 
c, entry requirements 



d. total cost of attending 

(1nclu<te tuition; books; ^anHTTterTiTsl ^ 



18. Naine three employers uto hire people In your chosen Occupation. 



I certify that all of the abpve questions l»ve been satisfactorily answred by the participant. 
CERTIPYIIU 5T6NA1URE OKTE 
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(KMfSAS TASK FOICE OS ICHJIS COm-ETESCIBS) 
COMHUHITY RESOOBCES CHECHIST 



Score 



1. Job Service Center (0) 

2. Comnunlty /tetlofl Center (H) 

3. SRS (Social and Rehabilitation 
Services) (£) 

_4. Vocational Rehabilitation (G) 

5. Continuing Education (F) 

6. Police OeiMrtment (I) 

7. Fire Departwent (0) 

8. Mental Health Ctepartment (L) 

9. County Health Depar^nt (A)" 
Alcohol and Drug Abuse Center (N) 
License Examiner (B) 
U.S. Ar^ Recrwltlr^ Statlw (H) 
Public library (C) 

14. Social Security Administration (K) 

15. County Courthouse (J) 



JO. 
J1. 

J 2. 
13. 



A. 

B. 
C. 
0. 

E. 

F. 
G. 

H. 

I. 
J. 

K, 
L. 
H. 
N. 
0. 



Physicals, iRnwnlzatlons, and general health care 
needs 

Vfrltten and driving test before Issuing a license 

Book, magazines, and resource Inforwatlon 

Carries a Job bank of ItcsI and statewide Jobs and 
makes Job referrals 

Provides cash grants, food stamps and daycare 
assistance 

GED testing center and advanced class 

Provided training and assess^t for the handicapped 

Teaporary or energ^rcy food assistance, clothing bank, 
and averment omRodltles 

Public safety, cl^ks on stolen property 

Propwty tax, vehicle licenses, ^rrlage licenses, 
etc. 

Applications for Social purity card 

Counseling and testli^ services 

Enlist In the Anaed Forces 

Counseling for drug and alcofwl alwse problems 

Fire and rescue services 



TniTiF?!Hr§isRsmr 



"GSTT 



(KAKSAS mX PORCB m lOUTH COteVTmHES) 
WHERE TO FIND A JOB 

The following questions and activities are (tesigned to help you discover particular places where you way 
go to seek employment. 

1. Name three businesses in your area where you could go to find a Job in your career choice. 



a. 
b. 
c. 



What is the phone number of your State Einploy»Bent Office? 

Under what heading in the t«nt-ad section of a twwspaper are available J<*s listed? 



2. 
3. 

4. In tte want-ad section of a newsjaper ^^f*^ «<• t^^ch relates to ywr career cfwice. Cut it out irel 
tape the ad below. 

T8f« ad here. 



5. Nan« 3 friends or associates you would talk to if you were looking for a Job. 



6. List 1 person you Bilght contact at each of the cw^nies listed above to discover openings. 



7. List a private agency «*ich provides eBplO)(«ent services, if any. 

I certify that all 7 questions abow have been answered satisfactorily. 



CERTIFYING SIGNATURE 



TJSTT 
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mm: 



(KA^AS f^K (HI YOUTK Cm'STmcItSJ 

(WESTKms ivmy ewloyers ask 

t. Why do you think you iiould like to wrk for our cm^nyl 

2. What do you know atout our c<^^ny? 

3. What Interests you most about our product/service? 

4. Miy did you leave your last Job? 

5. Wuit type of work do ywi enjoy most end feel capable of doing? 

6. Do you have any special skills or abilities that mnild benefit our co^ny? 

7. What is ymir long-term career goal? 

a. Besides money, tfhat satisfaction do you expect to get frcmi your J<A? 

9. Mould you transfer to arwthar city If the crapany rei^ested? 

10* M)uld you be willing to travel If It Is rec^ilred for the job? Itowmjch cf t1^? 

11. Would you be willing to use your own car If It re<^1red for ttils Job? 

12. Would you be willing to Mrk overtlm* If necessary? 

13. Are you will 1i^ to wwk any shift? Rotatli^ shifts? ^kends? 

14. What are ^ur tobbles and lelsure-tlroe activities? 

15. What school subjects did ^ like best? Least? Why? 

16. Do ypy have any limitations that would determine i^re you should mrk or the type of nork you 
would be willing to do? 

17. What are your assets? 

18. What are the strong points of ywr personality/character? 

19. Do you have any activities. coR^ltments or resfK>ns1bil Itles that might cause you to 
be absent from work? 

20. When would you be able to start working? 

I Cwr:1fy that the participant has provided positively stated responses to 
a minimum of IS of the 2D qt^stlons stated above. 



CERTfFYIN^; SIGNATURE 



IRTT 



(mSAS TASK FORCE (7¥ TOUTH OmTSSCTES) 
JOB APPLICATKM RATING SHEtT 



Name: 


mm SCALE 


ctmirrs 




pROFiciEircr 


SAYISFACTOftV 
PROFICIEfTCY 


PARTIAL 




PROFICIEfCV 




APPLtCATIOM W0CB5: 
Iteatness 














Legibility 














Spell inq/Gr«BB«r 














Following Directions 














GENERAL C(»9<£NTS: 








1 





Ttw above ratings are based on observation and knowledge and represents aiy tost Juipsent of 
participant's performance . 



the 



%mim or cestifzes 

This report has b^n discussed with me: 



PARTICIPANT'S SmTUftf 



TSTT 
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(KAMS/IS MSK FORCS OS TOUTB CmffSTm^ISS/ 
INTERVIEUiriG SKILLS RATING S»CET 



RATING mE 



COrt€NTS 



Nam: 




RATING AREAS 



CtrnwiCATION/VEWALIZING; Sends clear siessages and Is 
able to correctly unoerstand the mssases to otfwrs. 

Listens to questions S ansMrs C(^1ete1y ami directly. 

Provides voluntary Infdrmatlw regarding self 
Interests, abilltlest additional skills and/or 
previous experience. 

Asks questions clearly and concisely. 

PERStm CHARACTERISTICS: Able to Identify and 
demonstrate positive persofwl appearance and 
attitude. 

Appearance Is neat ami clean. 

Identifies and comminlcates ability to wrk with 
others constructively. 

Itemonstrates positive attitude t»r<H«gh usaf^ of firm 
handshake, malnUlns steady eye contact, and tody 
posture. 

KNCM.EDGE OF COMPANT ANO POSITION: Coaajnicates 
basic background knowledge of colony/ progrw. 

CoRiminicates basic knowled^ of position. 



The above ratings are based on oteervatlon and kmmledge and rejmesOTts ^ best judgment of the 
participant's performance. 



Position 



ISate 



This report tas been discussed with me: 



Participant's signature 



TSale 
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ttork Maturity Cof^etency Area 

Prc-assessment of Itort Maturity skills fs dme by interviewing the participants* previcHis e^loyers. 
The e^loyer is contacted ami asked to rate the youth on the work maturity coiqietem^ indicators as ti^y 
appear on the tork Maturity Rating Sheet. A note is made on he cow^ileted for® that it is a pre-assessaant 
and then is placed in the participant file, if %tm participant was not previously ea^loyed, it will be 
asst^ that the youth does not have co^ietence in this arM. 

The work maturity coi^t««:y area is primarily used in conjunction with Mork Exfwieive. OJT, and touth 
Try-out Dsplej^t. Certification in mrk maturity can also be acco^Hsted as a part of a classroom training 
situation. Good work tabits and bdiaviors are quite similar to that of teing a qw6 sti^ent. 

When the wrk maturity co^tency aroe has been established as a ^1 it is imilcated as stch in the 
En^loyability Development Plan, (^e the youth tos been placed in training tto iITM ftepresentative provides 
an orientation to toth tfm youth and the worksite supervisor. They are |»i>vi<ted with tte following: 

- definitionssof tht cmpeter^ Imiicators tte youth will be rated against 

' an explanation of the rating scale arid t^t an acceptable rating is to 
be considered competent in i^k mturity 

- dates for submitting the rating sJwets awl procedures fOr corrective 
action If the con^tencies are mt being met. 

Each youth is assessed three times during tte duration of tte progrm. Tte first assessment is con-, 
ducted two weeks from the first day of the program activity. The second asses^^t is rei^ired in the middle 
of tte youth's training activity. Ttm third a$sessa»nt is racrulred at tte collusion of tfwr trainii^ period. 
If In the first two assess^ts it is discovered that the ^th is demonstrating difficulty in meeting t»» 
cwopetencles, an additional review will be scheduled for tw weeks later. In this cmference the supervisor 
will further explain expectations as well as tte consequences of a less than satisfactory report. If a 
problem occurs prior to the scheduled dates, a spot review may carried out and a two mek probationary 
period may follow. 

rCTHOO OF 

CWPETEWCY IWDICATOR BENOfflARK ASSESaCHT 



1. Participant demonstrates gw6 
atten<!bm:e and punctuality. 

2. Participant notifies lupervlfor 
if he/she will be lata or absent 

3. Participant Cffnpletes given 
tasks to tt^ satisfaction of 
the employer. 

4. Upon completion of tasks* 
participant requests further 
assignments frt^ the supervisor. 

V 

5. Participant completes assigned 
tasks within reasonable time 
francs. 

6. Participant follows instructions 
to tte satisfaction of tne 
supervisor. 

7. Participant works with co- 
workers in a co^tlble manner 
according to wm*ksite policies. 

8. Participant Interacts with 
supervlsm* in approprlati manntr* 

9. Participant attempts to solve 
work-related problems or teak 
advice frm supervisor ami/or 
co-wrkers. 

ERLC 



Participant will show up on time 
9 days out of 10 on program activity. 

Participant will follow procedures 
1(^ of thB tim. 

Rating of satisfactory or better. 

Rating of satisfactory or better. 

Rating of satisfactory or better. 

Rating of satisfactory or better. 

Rating of satisfactory or better. 

Ratify of satisfactory or better. 
Rating of satisfactory or better, 
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Measured by e^loyer attendance 
reports and documented on rating 
sheet. 

Measured by employer rating 
sheet. 

Measured fay a^loyer rating 
sheet. 



Measured by employer rating 
sheet. 



Measured by employer rating 

S>Mt. 



Measured by eaq^lo^r rating 
sheet. 

Measured by e^loyer rating 
sheet. 



Measured by e^loyer rating 
shMt. 

Measured by employer rating 
sheet. 



CflWP^ENCY IWOICAm 



BBICttMRIC 



METHOT OF 
ASSESSMENT 



10. 



11. 



12. 



Participant demons^atds ability 
to prioritize tte tasks Involved 
In an asslgnr^it. 

Participant dresses appropriately 
for tte job. 



Rating of satisfactory or tetter. 

Rating of satisfactory or better. 
Rating of satisfactory or better. 



Measured by employer rating 
sheet. 



Pfeasured by ei^loyer rating 
simt. 



Measured by e^loyer rating 
stmet. 



Participant (tesonstrates 
Initiative In carrying out 
work asslgrmient. 

Wote: To be certified as cosyetent In tl^ mrk maturity area tte j^uth mist receive a satisfactory rating 
or tetter «i 9 out of tte 12 Individual coB^etency B»asures. A satisfactory rating «i Individual 
measures anist te achieved on eltter tte third and final assesiw^fit or on 2 mit of the 3 regularly 
scheduled assessments. 

(KAKAS TASi PcmcB (» xouTB amKmH:iES) 

JOB PERRHmANCE REVIEU RATII^ SI€ET 

INSTRlCTIOfS: CosnenU re(9«$tad for all ratings of 



Participant: 
Worksite: 



Rating period fro^ 



to 



Partial Prof1clOTcy» Harglnal Prof1c1em:y, and No 
Proficiency. Please Incline iriiat participant needs 
to do to Improve performance. 



tmms 



mmmi mrmsss 



mm SCALE 



Participant will be evaluates 
3 times. Participant will te 
rated as follows for this 
particular evaluation. 


ouTSTAnoir^ 

PRpFICIEHCY 
lOOX 


SATISFACTORY 
PROFICIEflCY 


PARTIAL 
PROFICIENCY 


mRGINAL 
PROFICIENCY 
70* 


m 

PRQFICIEfCY 




1. Coo^letes given tasks to the 
satisfaction of the^super- 

vlso**' 














2. Requekts further assignments 
u|M}n ico^letlon of tasks 














3. Cofl^tetes assigned tasks 
within reasonable time 














4. Follows supervisor's 
Instructions 














5. Works with co-workers in 
compatible manner 














Interacts with sutervlsor 
In an appropriate manner 






1 








1, Attefq)ts to resolve work 
related problems 















8. Organises and prioritizes 
the tasks Involved In 
work asslgmmts 















9* Dresses appropriately f«r 
the Job 




1 


' 








10. Demonstrates Initiative 
In carrying out work 
asslqr^mts 















Demonstrates grod attendance and puncttMllty Yes fto 

Notifies supervisor If late or abseit Yes No 

The participant demnstrates an acceptable level of performance at the tasks listed In 
his/her training outline at this tli^ Yes No 

GENERAL COfWENTS: 



Does not apply 



I certify that the atove Inforwatiw is accurate and represents ^ best juc^wnt of the participant's 
pcrfomance. 



Supervisor 
This report has been discussed with m: 



Representative 
Participant's sig^iature 



UatT 
TStT 
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Pr0-&fplo^nent and Uark mtwrity SkilU^ Bx^lc S: Smner Youth Efffploynmt Ttnining Program &q^logabiUtif 

Skills Ci4rrieuUm^ B0nehmrkBi, ami Certification 
niahniquaa 

Souikiw: Private Induatr^ Cawail of South FloridaM Mumi, Florida 

This caii>etency based system is divided into three secticws. The first sectiw provides the core 
cu»^riculum. (toly a portion of the Bt^loyability Skill Core Curricula is presented here.) Programs are 
r«<niired to offer Vm core currlculwi as a 'miniawm to all participants in tlw samer progrm. Tte s^cMid 
section provides the c(»rTes|K>mlin9 bencteirks used in assessing ji^rticipants* skills and certifying tteir 
cof:^tencies. The third secticm indicates the types of assessiaent procedures to he used to certify the 
participants' skills* 

Sutton 2 

E^loyability Skills Core Curriculum 

E. Job Search: Identifying Leadi 
Objective: 

1, To develop skills in identifying job opportunities and followii^ up on Job leads. 
Possible AppTMctes: 

K Have students bring in copies of the classified advertising section of a newspaper 
and analyze the classified ads to learn N)w ads are categorized, nhat key abbreviations 
meanp and hon to interpret key phrases and messages In t»» laymit ^nd content of ads. 

2, Have participants select 3*4 ads and outl1i« tte st^s to use in follonlng up w 
these leads. 

3, Have participants identify otter job leads and outline the steps to ustj in foil wing 
up cn these leads. 

Results: 

Increased skill in using want ads and otter sources to identify job openings for which a 
participant might wish to apply. 

F. Job Search: Following up on itob leads 
Objective: 

1. To develop skills in following up on job leads. 
Possible Approaches: 

1. Provide instruction through filnmtrips, tape recordings, role playing, etc. covering 
th^ following: 

A. Setting up a job interview. 

B« Collecting Inforeiaticm needed for tte interview. 

C. (tow to dreif to get a job. 

D. Betevior expected at tte Interview. 

E. Questions you may te asked 

F. Answer if^ qwstlons aRjropriately 

G. Questions you may not have to answ^ 

H. Questions you Mnt answered by employers during interview 

2. Involve stwJent in role playing, evaluating, video taping, etc, for each of ttese 
interview skill ams. 

3. Provide feedback and suggestions for modl^ication/i^rovewenti. 

4. Provide fonwl instructiw in teleplww use covering tte following skill areas: 

A. Using the telepteoe book 

B. Asking for operator asslstafKe 

C. Requesting Informtlm via tte telei^e 

D. Giving appr<m>riate teleptone messages 

E. Recelvif^ aessa^s 

(Souttem Bell TelepNme has available materials, film, speakers, etc.) 

5. Have stiKients practice listenii^ to directiims 

6. Provide instrimtimi in coeiminlcatlf^ with supervisors, taking criticise, making 
suggestions, etc. 

Results: 

1. Particiimts will demonstrate l^roveMnt in dealir^ with daily cmmnlcatlon tesands. 
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Dqiloyablllty SkHls Bencfenarks 



5 



Job Search: 

Want Ads/Job Leads 



Provided stmlated role-play sltMllons, Mnt ads ami Job leads, 
the participant will demnstrate and explain, using gomi oral 
coniraun1c3t1on skills, hm to use nant ads ami fo11oic-(^ on Job 
leads, to tte 1nstn^tor*s satisfaction. 



6 



Job Applications 



Given various job application forms, the participants i«111 
complete the applications neatly. Insuring all require 1nfor<sa«- 
tlrni Is entered and Is correct* 



7 



Interviews 



Given a simulated Job Interview, the participant will denmstrate 
approi^late Interview techniques, inclu^li^ appropriate non-verbal 
behavior ami oral c(^^1catlOT skills, to Instructor's satis* 
fact 1 cm* 



8 



Job-'KeepIng Skills: 
Employer Expectations 



Ulthwt the aid of refermces, tte participant will Identify what 
an «9loyer ex;Mts frw an ec^loyte ami explain the 1^»ortawe 
of i^loyer expectations In keeping a Jc^, to the Instructor's 
satlsfactlm. 
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Job Keeping Skills: 
Eft^loyee Relations/ 
Hamlling Problei^ 
on the iob 



Given simulated role^play situations on a Job, Iraludlng Job 
conflicts (with a supervisor or a fellow employee), tHe participant 
will demonstrate and explain, using vtod oral comunl'ratlon skills, 
good and bad work habits, and ttamonstrate tew to resolve Job con* 
fllct fay hieself /herself, and/or fary grievance (irocedun^s, to the ^ 
Instructor's satisfaction. 



&^1oyBb111ty Skills Asses«sent Procedures 



Benchmark IS: Job Search; Want Ads and Job Leads 

Select a situation for tte partlclpwts (for Instance, a participant wants a clerical posltlm, has only ( 
nonths classroom training, and types 35 i^). Give the participants the classified section of the paper, 
and have the participants choose 3 Jobs for i^lch thiy feel ttey wwld c^llfy. Mve tte participants 
explain why they feel th^ would qwllfy for the positions. In acklltliHf, teve the partlclp^ts explain wtat 
the abbreviations In the Mnt ads tmn. Have tte participants give you five kinds of InforwtKm to look 
for In want ads that would help them decide which Jote to ai^ly for. 

In evaluating each participant, look at the following: 

- Were the Jobs selected by tl« participant apprt^irlate (I.e., did the participant select Jobs 
for which he lacked the specified experience and tterefore tmuld not get hired?) 

- Old the participant understand the abbrevlatlms In tte want i^s? 

• Was the part1c1|»nt able to use tbe classlflai ads without difficulty? 

* Was the participant able to give ycNi tte following kind of Information about each Job In 
cases urtwre this Information was available In the ad? 

a • Tyf«» of work 

b. Job location 

c* Aimiunt of pay 

d. litorking hours 

e. Educatlwi and/or training requlrcNi. 

Select a Job lead situation for each parti client, eg.. Job lead throi^h the paper (want ad), or Job lead 
through a friend. Select one of the ways In which participant will have to follow-up {1,e., personal contact, 
by letter, by teleptone). fteve the participant role play the follow-up. 

In evaluatlr^, Irak at the following: 

Follow up by persorul contact: 

- Appropriateness of dress 

- Speaking ability 

- Interviewing tecfmlque 

- Job application. 

Follow-up by letter; 

* Were stalling and grmar correct? 

- Was the letter trntl 

^ Uas the letter sN^rt and to ttw> fwint? 

- Old the letter contain ttm followlr^ Information? q <| 
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a. Nstw of the job tlie participant kbs applyino for 

b. Infonwtion about the participant's backgrowid and experience 
G. Uhy the participant Mints the Job 

d. iteferefwes 

e. Reqjeit for an intervi«#. 
FollowHip by telepNme: 

- Did the participant give his/her nme7 

- Did the participwt «»k for a specific individual? 

- Did the participant sUte the jo^ he/she was interested in? 

- Did the participant state how he/she found out about the job? 

- Old m participant ^t the tise and date for interview, place of interview, nM» of 
person to see? 

- Old the participant get information wi the job requirenents? 

- Did tl« participant coawunicate in understandable Ei^lish? 

BwOmarfc 16: Filling ftit Job Ayplicatioo 

Explain to the participant that he/she is in a siwulated perscwnel office of the XYZ Company and give the 
participant a job appl icatiw. Explain to participant that the application mist be neatly printed, filled 
out in ink, and all infonaatien i^ich perUins to the participant aust be co^leted, if possible. In 
addition, you can state to the participant what job he/she is applying for. tou can state a tin* li«it of 
20 Minutes. A partici|»»t should be able to co^lete an application within that tiwef ra«e. Khen the partici* 
pant has completed the application, have it turned in to you. 

ExMBine for the following: 

- Neatness: no excessive crossing out, or unreadable writing 

- Spelling 

- Completeness 

Possible Approaches: 

1. Have students learn how to follw up on job leads by telephone. Have students role play 
presenting thaaselves well on the telei*one and setting up job Interviews. 

2, Role play what happens when students present themselves at personnel offices where "apply 
in person** is specified instead of teleplrane contacts. 

Results: 

1, Increased understawJing of the hiring pnxess ami Increased skill in following up on job leads. 

G. Filling Out Job Applications 
Objective: 

1. To increase one's skills In successfully cfwletlng Job applications. 
Possible Approaches: 

1. Develop an en^loMMnt-ediication history sheet as a working tool. Include 
a^loyers, school, skills, and beginning and ending dates for each. 

2. Learn how to secure referancei, and who rakes good references. 

3. Have an nev rsary docwents: work peraits, social security cards, etc. 

4. Practice coBM)leting varlwis job applications, using the e^loyraent/ 
educatiw history shMtt to facilitate this process. 

Results: 

1. IncrMsed uwlerstanding of, and ability to effectively co^lete job 
applicatims. 

H. Job Interviews 
Objective: 

1. To develop the coi^^et^Kies neetted for success in job interviews 
Possible ApprMChes: 

1. Review geiwral interviewing skills and focus specifically on job interviewing. 

2. Have participant answer the following questions before the IntervlewJ 

a. What do I went? 

b. Why aa I tere? 

c. How can I contribute? 

d. Wtat salary range will I consider? 
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3. ttave partlclpAfits role pUy tte parts of toth emploj^r emi applicant. Mive 
parti clpantf* critlqw each other on appearance, Miavlor, style* content, etc, 

4. Use airilo and video tapes where possible to enable partldiHints to hear and 
view thmselves and 1i:vrove their self -"{presentation skills Kcordln^ly. 

5. Have e^loymnt Interviewers from Imhistry cof^Mt rack In^ervlms and 
critique applicants. 

Resul ts: 

1. Increase cw^mtmcles needed for successful job Intervlewlr^. 

I. Jofa-Keeping Skills 
Objectives: 

1. To Identify specific on-the*Job problems that could arise. 

2. To apply a probl^solvlng ap^n>ach to effectively dMl with ttese f^roblems. 

3. To Identify aM)rec1ated iiork habits 

a. High quality work 

b. Productivity 

c. Ability to follow written/oral Instructions 

d. Judyaent 
e* Attmdance 
f. Punctuality 

9. Calling for absences or lateness 

h. Teleptone use 

1 . Courtesy 

j. Interest In work 

k. Pride In one's work 

1. Greeting and .personal habits 

Possible Approach: 

1. Design and develop varlMS case studies or role play exercises to enable 
participant to develop^ apply and cr1t1<^ a variety of solutlcms for 
each of various types of problems* 

a. Dealing with supervisors 

b. Dealing «r1th co-*worker$ 

c. Itandling criticism 

d. Following rules 

e. [tealing with Irresponsible behavior 

f. Dealing with Inappropriate dress or persomil habits. 

Results: 

1. Increased proble^^solvlng skills and greater aMreness of Job keeping skills. 
Benchmark I 7; «tob Interviews 

Use the appllcatli^ ttat the participant has completed* Explain to participant ttot he/she is going to be 
placed In a role play job Interview, and he/she imist treat It as the real thing. Set the scene (for Instance, 
the personfwl office at ftirdlnes, 10 A.M. appolnti^t. etc.). If you «mnt, you may have a i»rt1c1|»nt or 
Instructor play the role of the receptlc^lst. As the Interviewer, ask questions abwt some of the following: 

* Job experience 

- educational background and experlev^e 

- Why he/she wants to work for your coRq}any. Determine If partlclf^nt tas any 
questions he or she cares to ask. 

During the Interview look for the following: 

- Ability to express oneself In clear understandable English (I.e., free of slang 
or street language) 

- Personal apf^arance: Uas the participant r^atly attired, In appropriate clothing? 
Was the Participant's hair style approfxrlate, etc.? {Participants simild have been 
notified In advance. If pa*s<Hial appearance Is lacking, determlrw after the 
interview If partlclpmit knows how to dress ami grom by asking the participant 

questions,) 

- Was the i^rtlclpant able to sell himself/ herself? 

- Was he/she aggressive, confident, or timid? 

- Did he/she answer qt^stlons In only yes or no style? 

- Was the participant able to understand the questions asked, andwerethe respMses 
expressive? 

- Posture of participant* ttes the |Mrt1c1(»nt too relaxed (lounglfHl) or ms tta 
participant too stiff? 
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Aik th€ participant to give you 6 ^lo^r axpcctatiens ami explain irtv P«cting «rv1oy©r Mpectations U 
imwrtant in keeping orw's Job. Ski^ic etnployer's exf^tations tJwt sNnild included are: 

* Judgment 

- Pimctuality 

- Ability to Mrk witi) otters 

- Quality of wrk 

- Preifcjctivlty 

* Ability to foIlM directions 

* Courtesy 

* Interest in one's wrk 

Benctwark 19; Job Keeping Skills; E^>loyee Relations/Hairfling Problews On The A>b 

a. Tell the participants they are in a role play office situation. Tten select 2 part1ci|»nts. me i*o 

is being assessed/certified and one who is m>t. Hithout the assesssient/certlficatlon candidate hearing, 
inform the one ^ Is i^t Ning assessed that he/she Is to demnstrate poor wrking relationships and 
habits. Then inforra the otfwr participant that he/she will have to denonstrate good working relation- 
ships and habits. Sive then 10 to IS i^inut^ at the role play and then stop ttem. 

Ask the participant who h«J to demonstrate gwd norking relationships and habits ¥rtwt was wrong with 
the other participant's performance. 

b, Inforw participants ttwt they are in role pley situation, and select a situatiwi for the participants 
(for Instance, trwble with an iBBtediate supervisor or co-workers). Then inforra the participants that 
te/she win have to solve tfw problem throi^h eitter personal resolution or a grievance procedure. 
Have participants role play for approximtely 10 winutes. 

Evaluate participants* handling of t\ie problew. 
Personal Solution: 

- Did the participant act friendly? 

- Old he/she explain the problem and how it was affecting thera? 

- Old he/she offer a solution »*ich m% beneficial for both parties? 

Grievance Procedure: 

- Did the participant follow correct procedures or chain of corwand? 



(FrCtmUi Industry Ooumil of South Florida} 
ORAL C0»WNICATIONS CHECKLIST FOR USE WITH BDCWWRKS 





Satisfactory 


Unsatlsfactonr 


1. Did the participant speak clearly 
and distinctly? 

2. Did participant avoid using slang/ 
street lan^age? 

3. Old partic1f»nt use correct word 
pronuiKiiation? 

4. If nrni-^veri^il co^nication was 
used, did the participant use it 
correctly and was it appropriate? 







itemarks: 



Sl^ture: 0«te: 
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$ourc0: PKiwt* IndMUy OfW^U of South Florida 
torfc Maturity 



1 



Punctuality 



Gramlng/ 
Hygiene 



Following 
Directions 

Quality of 
Work 



Work Quantity 
Dependability 



Working 
Re1atl(^ships 



Personal 
Behavior 



Sutton 2 
WORK WrjRITV BEfCKflARKS 



given an eight ««eek period, the |»art1c1p«nt will have no wre than 3 encuied 
absences In this period, unless extenuating clrcuastarKes wete present and 
are doctfoented. 

Given an eight week wrk period, the participant 

five Binutes late In each five day wrk period. In addition, the participant 
will deiBonstrate the procedures for notifying supervisors If they are going 
to be late. 

filven an eight wek work period, the participant will 
and hygicw ««« «he ability to dress according to the job to pcrforaed. to 
the supervisor's satisfaction, as doc»««nted in biweekly evaluation fonas cow- 
pi eted by the supervisor. 

Given oral Instnatlons for a work assignment, the participant will complete th^ 
asslgnatnt as Instructed and within the tlnwfraae specified If a tlwe limit was 
given* to the supervisor's satlsfactlwi. 

Given work asslgwRents, the participant will accurately wiete the «ss<9|W8«» 
to the supervisor's satisfaction, as documented In biweekly evaluation forms 
completed by the supervisor. 

Given work asslgnrents and Instructions, the participant will complete all tasks 
in accord with the Instructions provided, as docuoiented in biweekly evaluation 
forws coB^leted by the supervisor. 

Given work assi^wwits. the participant will deaonstrate that he/she can follow 
SiJStions. coo^ wirk on t1«e. as specified without cl^" "PJ^J^^f • 
the supervisor's satisfaction, as dociwented in biweekly evaluation form com- 
pleted by the su|»rv1sor. 

Given work assignments which require giving or receiving assistance, the pertiei- 
oant will demonstrate ability to wrk with co-workers, to the supervisor's 
satisfaction, as Oocusented in biweekly evaluation fonss co«pleted by the super- 
visor. 

Given an eight week work period, the participant will deaonstra'Se. acceptable 
behavior, to the supervisor's satisfaction, as docuawnted in a biweekly check- 
list coBipleted by the supervisor. 



/ Work Maturitv Assessaent Procedures 

Benctwwirk 11; Atterol^nce 

A. Review participant's time sheet for attendance and check supervisor's records for docwnented 
absences. 

B. Review supervisor's evaluation forms. 

Benchmark 12; Punctuality 

A. Review participant's tine sheet and supervisor's records for any lateness exceeding five 
minutes. 

B. Review supervisor's evaluation forws. 

C. Give parti i?1 pant a role play situation in which participant will be late for work. 

n In evaluatino role olay, the participant Bust demonstrate the ability to notify the supervisor in 
iIf55riJ" SaTthot K/shTwni be late, including reason for lateness and estimated arrival time. 

Benchmark #3: G^owinq/Hygiene 

A. Revietf supervisor's evaluation forms. 

B. Look at the "participant and arrive at a Judgment on his/her groooing/hygiene, «in9the attached 
checklist for determining if the participant has met the reguirements of this benchmark. 
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genct^rh 14; Follgylnfl Direction s 

A* ReviM supervisor's evaluitlon form. 

I, Select a task for tte participant. Give the participant oral Instruction on the task ami set 
time limit for task co^letlon. 

C. Eya1««te tfw participant's |»rformance In the following areas: 

- Participant's attitude 

- ttere the instructions followed correctly? 

- Did participant ask cH^stlons If l»/sNt m% confused about the task? 
• Old tfw participant co^lete ttw task In tte specified tlmefrane? 

Bef^Niark #5: duality of Work 

A. Review supervisor's evaluation forms. 

B. Select a task for tte partlclfwit to perform, giving all Instructions. 

C. Evalitfte the quality of the participant's mrk. uslr^ the attached checklist* 

Benctmrk <6: ttork Quantity 

A* Review supervisor's evaluatlmi forms. 

B. Select tasks for tN'iiartlclfMnt to perform, giving all necessary Instructions. This laay 
Include th» task used atme (BerK:hmBrk 15). 

C. Evaluate the quantity of work performed, using tte attacted ctockllst. 

Benchmark 17: Ctependablllty 

A. Review supervisor's evaluation forms. 

B. Select a ^sk for the {^rtlclpant to perform, giving all necessary Instructions. This my 
' Incline the same task(s} used for assesslr^ tenchmark 15 and benct^rk 16, evaluated In 

relatlOT to the criteria for dep€^ab11ity. 

C. Evaluate the quantity of work performed, uslr^ the attached checklist. 

Benchmark *8: Working Relationships 

A. Review supervisor's evaluatlw forms. «^ 

B. Select a task assignment in which the participant must assist or receive assistance In 
cof<q)1«t1ng a task. 

C. Evaluate the partlclpwt, using tN attached cN»ckl1st. 

Benchmark 19; ^rsonal Betwvlor 

A. Review supervisor's evaluation forms* 

B. Evaluate tte participant, using the attached checklist. . 



(Pritkita IniuBtry Ck^unail of South Florida) 

Work fhturlty BencNnarks 
Supervisor/EvalMator Checklist for Assess ing^enchrork Attalrawmt 



Agency ^ 

Iforkslte 

Supervisor _ 
Participant 



Project 



Time Period 



Satisfactory 



Unsatisfactory 



1 . Attemtamre 
Z. Punctuality 



3. 



Grwmlng/Hyglene: 
A, Does participant dress appro|n*1ate1y for the 

Job (ra shorts, halters, etc,)? 
8* 0ms participant groom hair neatly and 
appro {n'lately? 

C. (toes participant keep beard/moustache neatly 
trlfsaed, If applicable? 

D. Does participant demonstrate ^>od hygiene? 

4. Foil Old 1^ Directions: 

A. [k>es participant exhibit a positive attitude? 

B. Here Instructions followed correctly? 

C. Does i^rtlclpant ask questlms. If necessary? 

D. Was task conq)leted «r1th1n specified tlme- 
frawB? 

5. Quality of Work: 

A. Was coi^leted i«ork neat ami accurate? 

B. Here errors corrected? 

C. Ifcre instructions followed? 

6« Work Quantity: 

A. Uas all assigned work co^leted? 

B. Were iH^k assl^^nts cc^leted In a timely 
and efficient manner? 

C. Was the quantity of work cc^leted In 
accordam:e with the Instructions given? 

7* Dependability: 

A. Were all instructions followed? 

B. Was work cof^leted In a tli^ly and efficient 
nianner? 

C* Did participant demonstrate Initiative In 

completing a task (e.g*, flndlr^ a better way)? 

D. If minimal Instructions were given, did the 
participant use good judgment In coaq^letlng 
the task? 

E. Can particlfHint carry out work asslgments 
wittout constant superv1s1(^? 

8. Working Relationships: 

A. Does participant render assistance to co- 
worker If requested? 

B* Does participant readily request assistance 
from co^wrker? 

C. Does participant exhibit a positive attitude 
¥A\e^ working with co-worker? 

9. Personal Behavior: 
A* Is participant cooperative? 

B. Is participant friendly? 

C. Does part1clf»nt readily accept wrk? 
C. Is participant willing to listen to new ideas? 



Remarks: 
Signature: 



Date: 
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terfc MstuHty 

SoutV0: Priuate Imbwtrjf C<nmcil of fhfffiH}ldt (knmty^ Sureka, California 

Local effwi1oyer$ are Involved In the develoiimnt and validation of this competency based system. 
Employers are contacted on a contlnwil basis In order to keep the coaqjetendes required for specific occupa- 
tlons current and updated. This cc^temry syst^ Is divided Into thr^ mers^ to arrespond to t>» three 
age groupings of youth that JTPA can serve. 

PRE-E«PLOY«HT AHD HWWC MATURITY SKILLS 
TIER I: Ages 14-21 

sap AUARENESS 

Explain the factors to cwslder In laaklng career and job cN>1ces. 



I.A. 
I.A.-l 
fteasures: 

Tool or 

Docitfi^t: 

I.A-2 
fleasures: 



Tool or 
Document: 



I.A-3 
Measures: 

Tool or 

Docwwnt: 

LA-4 
fleasures: 



Tool or 
Oocment: 



I.A-5 
Measures: 



Tool or 
Document: 



II. A 
II.A-1 

Pleasures: 



Tool or 

Itocument: 



a. List 5 basic factors to consider In makli^ career and Job choices, and explain Mhy each 
Is liQportant. 

a. Career Assessment Siasrory and Trainer's apjralsal 



Explain your personal values as they relate to wrk. 

a. CoBVlete the classification and ranking of a series of work statOTents according to 
their Importance to you; and 

b. Ability to discuss your f^rsoiwl values as they relate to wrk with your peers, the 
tra1n€r(s) and/or your counselor. 

a. Career Planning Itork Values Worksheet and Career Assessment Si«wry 

b. Trainer's afvralsal 



Identify the strengths that you »wive that might apply to a work situation. 

a. CoB^lete a "billboard** to describe your strengths as tNar might apply to a »«rk 
situation, and be able to discuss It with j«)ur tra1ner(5) and peers. 

a. Career Planning Strengths BlllJwrd and trainer's appraisal 



Identify skills that you would enjoy using on-the-job 

a. Given a list of skills, con^lete the selection and sorting of those skills Into 



b. 



a. 



b. 



four groups ranging frm "not satisfying^ to "^st satisfying"; and 

Ability to discuss N>w your skills relate to what Is needed In 3 of your 
Job choices. 

Eureka system's ""mlcroskllls" printout based upon skills Inventory packet 
data input 

Trainer's appraisal 



Describe a fantasy Job that Incluites factors you consider inportant, 

a. Draw a detailed picture of yourself working in ywir Icteal job; and 

Ability to describe your fantasy job to your peers, and to relate 
how It applies to factors in making your career and job ctolces. 

a. Career Assessment Stfinmry ttorksheet 

b. Trainer's appraisal 

TIER II: Ages 16-21 

WRITING RESUMES AND APPLICATIONS 
Write a life/wrk history. 

a. C(»vleted life/work history with SOT accuracy In language usage, grawwr 
and spelling. 

a. Job Club L1fe/lk>rk History worksheet 
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NBisures: 

Tool or 

Docu^tent: 

II.A-3 

rteasures: 

Tool Of 
Doci^nt: 

n.c-3 

tfeasures: 



Tool or 

Doc went: 

II,C-4 

Measures : 

Tool or 
Docurtent: 



III.A 

III.A-1 

Measures'. 

Tool or 
Docuront: 



Pr^rc 5Ur«!ard resiro to reflect experience, training ami ^als. 

a. C(^leted resume with lOOX accuracy In language usage, grwmr and spelling. 

a , Restfflie 



Itemonstra-e the ability to coi«)lete standard Job applications. 

a. complete three different standard Job awilicatlons neatly and legibly and 
with low accuracy In spelling, cwtent, ami language usage. 

a. Applications 



Demonstrate the ability to comluct effective job interview, 
a. Receive an avera^ rating of 3 or better on items for tw videotaped mock 
Interviews usif^ scales of 1-5: 

1-not acceptable 
2«needs It^rovement 
3«aver^ge 
4»good 
S-excellent 

a. Trainer's ratings on scales of 1-5 

Oenonstrate the ability to accept a Job offer effectively. 

a. Receive a rating of "satisfactory" on your acceptance of a mock job. 

a. Trainer's ratings 



TIER III: Ages 18-21 

JOB SEARCH 

Prepare a short tenn (30 day) job search plan. 

a. Completed action plan with daily weekday activities, timeline and goals, 
a. Action Plan 



III.A-2 Assemble a job search portfolio. 

Measures: a. Completed portfolio to Include 5 typed resuoes, conpleted applications, and 

list of three references with all docuiwits neat, legible and with no spelling 
errors. 

Tool or a. Completed portfolio 
Docuront: 

in.A-3 Identify potential employers for your chosesi Job field. 

Measures: a. Use directories, njwspapers and other publications to list 10 potential leads 
a day. Including n»ies, addresses and telephwe ni^bers. 

Tool or a. Job Club Leads List 
Document: 

III.A-4 Use the teleptane to find job oi^nir^s. 

rteasures: a. Avera^ of ten calls a day. 

Tool or a. Action Plan Record 

Dociwent: 

in.A-5 Demonstrate t»« ability to obtain Job interviews, 

rfeasures: a. Obtain an average of one interview per day. 

Tool or a. Actiw Plan Record and business card or facsimile from interviewer 

Document: — ^— — — — - — — — — 
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The ca^tewy system presented here Identifies areas of competency that all participants were expected 

to achieve during the Sifflmer Youth Efl^loyment ami Training Program (PY 1M4). The attaiiwtnt of youth 

competencies ms based on the following asses^^t strategy: 

Each COTpetency will evaliwted by conslcterii^ all the imlicators »*iich are esswtial to 
the overall performance of the co^etercies identified. These cc^tencies will be rated 
on the following 1*5 scale: 

5 - OUTSTANOIfffi ^FXCIEfCY; Participant consistently fmrfarm atove average. 

4 - SATISFACTWY PROFICIEIttY: Participant consistently performs satisfactorily. 

3 • PARTIAL PROFICIDttY: ParticljMint has rastery of sowe of the tasks ass'Kiated 
with this coiipetiK^y. 

2 - flARGIflAl PROFICIENCY: Participant is beginning to learn the basic tasks 
associated with this coavretaKiy or has a little ability from (^st exper1em:e. 

1 - m PROFICIEICY: Participant is entering activity with no relevant prior 
experience associated with this c(»ipetaicy or d^mstrates little progress 
In developing proficiency. 



Pre*eff^1oyment Cww^etency Area 

COHPETEICY IftOICATOR BEHCfgWRK ASSESSCHT 

1. Participant will be able Participant will receive a rating of Product Review: 

to satisfactorily coR^lete ^'satisfactory" in each of the follw- Tte pirticipant imist attain 
employment application* ing areas: a satisfactory rating in the 



1 . Neatness 

2. Accuracy/Coc?)leteTOss 

3. Legibility 

4. S}:^11ing/Gratmr 

5. Following directions 



five identified areas on 2 
out of 3 applicatlmis. 



Participant will be able 
to perform satisfactorily 
in a job Interview* 



Participant will receive a ratii^ of 
"satisfactory'' in each of the three 
categories: 



Behavioral Observation: 
The participant must attain 
a satisfactory rating in each 
of the three identified cate- 
^ries. 



1, Verbalizing 



a. Volunteering informtion 

b. Asking questions 

c. AniMi^ing questions 



2. Perscmal Characteristics 



a. Ammrance 



b. Abili^ to mrk with others 



c. Hand stake 

d. Eye contact 

e. I^sture 



3. KnmleKige/Interest of Cmpany 



ami f^sitlon 
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(Demwr BipU^/mnt and Training AAdnistntion} 

PARHCIPANT PERFOniAf^E EVALUATION 
WORK IWTWITY COflPETEfTCV* 



Particioant: 


INSTRUCTKWS: 


Cosmients required for all ratings 


Worksite: 


Partial Proficiency, Marginal Proficiency and No 
Proficiency. Please Include irt»t participant 
needs to do to 1n}>rove performnce. If you have 
any questions, the assliined monitor Mill assist 
you 


Hire Ifleport 
Date: Due Date: 


Monitor: 














COHf^TEICY AREAS 


RATING SCALE 


CtMSHTS 


Participant will be eva1i»ted every tm 
weeks in 13 areas of WORK f^TimiTY SKILLS. 
Participant will be rated as folloM for 
this particular evaluatlm: 


ii 

si 


SATISFACTORY 
PROFICIENCY 


PARTIAL 
mOFICIENCY 




NO 

PROFICIENCY 




Participant has demonstrated good attm<taf^e 
& punctual Ity. 














Participant has followed leave procedures. 














Participant seeks additional tasks. 














Participant completes all assigned tasks. 












— ^ 


Participant completes tasks on a tloely basis. 














Participant can and (toes fo11o«r Instructlms. 












^ 


Part1c1|»nt properly maintains e<^1pmnt used. 














Participant works well with co-worters. 














Participant Interacts well with supervisor. 














Participant can solve work-related problems 
independently* 














Participant seeks advice frm co-workers 
and/or supervisors. 














Participant has the ability to prIorltUe 
tasks. 














Participant dresses Appropriately for t»^ 
job. ; 















Achlevetl Satisfactory In 9 of 13 areas 
OR 

Increased 2 levels In 9 of 13 areas. 



IF PARTICIPANT NEEDS IMPROVEMENT, F(M.LW-UP 
WILL BE OWE m: 

— ns^e] 



This report is based on ny observation and knowledge and represents tey best Judgeownt of the participant's 
performance. 



This reiwrt has been discussed with m: 
Quadrant Cooni «tor Initials: 



— rnirm 

MftTiciPANT's iimmi — 



*Youth are evaluate! every two weeks by the appropriate worksite supervisor using this rating scale. 



ERIC 
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Source: iktmwr ib^Ufi/nmt and Tn^aining AdmbristmHon 



Itorfc ttetur ^ HtfCdji^teflCjf Area 



CTOffETEWCY IHDICATTO 



BENOWARn 



ASSESSWHT 



K Participant will draotistrate 
good att^dance artd inif^tuallty* 

2. Participant win rotify super- 
visor If he/she will be late 
or absent. 

3. Participant will cofl^ilete 
tasks to the satisfaction of 
the ^loyer. 

4. l^n cc^letloi of tajiks|| 
fsartlclpant will Immediately 
seek addltlomil tasks or 
request furtl^r asslgimients 
frora the supervisor. 

5. Participant will co^lete 
assigned tasks within reason- 
able tim frames. 

6. Participant will follow 
instructions to the satis- 
faction of the supervisor. 

7- Participant will prc^rly use 
and maintain the eipilpment 
used on tte worksite. 

8. Participant will work with 
co-workers In a coi^atlble 
manner according to ^i«)rks1te 
policies. 

9. Pa rtici paint will Interact 
with supervisor In a nature 
manner, 

10. Partlclpaiit will atteq^t to 
solve work-related problen^ 
Independently. 

11. Participant will seek advice 
frbm supervisor and/or co- 
workers when needed. 

12. Participant will demonstrate 
ability to organize by 
prioritizing the tasks 
Involved In an asslgnmnt. 

13. Participant will dress 
appropt lately for the job 
site. 



Ratify of satisfactory or 
better. 

Rating of satisfactory or 
better. 

Ratlrq of satisfactory or 
better. 

Ratlr^ of satisfactory or 
better. 



Ratli^ of satisfactory or 
better. 

Rating of satisfactory or 
better. 

Rating or satisfactory or 
better. 



Rating of satisfactory or 
better. 



Rating of satisfactory or 
better. 

Rating of satisfactory or 
bettcHT. 

Rating of satisfactory or 
better. 

Rating of satisfactory or 
better. 



Rating of satisfactory or 
better. 



Measured by e^loyer 
rating shiBet. 

M^sured by ei^iloyer 
rating sheet. 

fteasured faiy employer 
rating sheet. 

Measured by e^loyer 
rating sheet. 



Measured by eR^loyer 
rating sheet. 

Fteasured by e^loyer 
rating steet. 

Measured by employer 
rating sheet. 

Measured by enployer 
rating sheet. 



Measured by employer 
rating sheet. 

Measured by ei^loyer 
rating sheet. 

Measured by n^^loyer 
rating steet. 

MMsured by ei^loyer 
rating sheet. 



Measured by employer 
rating sheet. 



29 



(Dem0r Suplojfmmt and nxtining AdainiotrationJ 

StWgR YOUTH E^OYHEHT & TRAIHIW6 PROeaAM 

MRTICIPWT PEimiM^e EVALUATIiW 

PRE-DffltOYfgW COHPETEWCIES 
AWtlCATION Pmt!^ 



Partlcigant: 
Ubrkslte: 

Hire Report 
Date: I^e Date: 

Monitor: 


INSTRlCTIt^: Commits required for all ratings 
of Partial Proficiency, narglnal Proficiency and 
no Proficiency. Please Inciuite urtiat participant 
needs to do to laqirove performance. If you have 
any questions, the assigned aonltor Mill assist 
you. 




CCmTEHCY AREAS 


RATING SCALE 


COmENTS 


Participant has received ami satisfactorily 
cocpleted the pre-eaplojmmt orlentatlM. 
Partlcli^nt has been rated In all arws as 
follows: 


p 


til 


is 
11 


1 

is 

mm M 

si 


NO 

PROFICIENCY 




APai CATION PROCESS: 
Neatness 














Accu rac^/Co^l eteness 














Lealbinty 














Soellln^Grasiaar 














Foil wing Directions 





























IF PARTICIPANT NEEDS IMPROVETCNT. FOLLOM-UP WILL BE DONE (M: 



This report Is tused on observation and knowledge and represents ^ best Jud^»nt of the 
participant's perforoance. 



SISNATUftE OF SUPEIIVISOR 

This report has been discussed with ira: 

Quadrant Coordinator Initials: . 



SUPEWnSOR'S TITLl 

PARTICIPANT'S S!@lATUftE 



TRTT 
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(D«mf0r S^lfif^tnt and Tmining Adniniff tiKZ tian) 

SUffCH Y(HITN imjmBM i TRAINtflS PM&HAN 
PARTICIPiANT PERFOWr^E EVALUATI(» 
Rtf-EHPLOYMEirr COfPETEfJCIES 



Participant: 
Uorkslte: 



Hire 
Date: 



RefMMMt 
{Kie i^te: 



PARTICIPAffT HAS RECEIVED AW) SATISFACTORILY C(mETED 
THE PRE-EMPLOYHENT ORIENTATKW. PARTICIPANT HAS 8EEH 
RATED IN ALL AREAS AS mX.W&: 



Cg-WgllCATION/VERBALIZIl^; Sends clear messages and 
U ablle to correctly umferstand the messages to others. 

Listens to questions and ansiiers cw^letely and 
directly. 

Provides voluntary Inforaatlon regarding self 
interests, abilities, additional skills and/or 
previous experience. 

Asks qiffistlons clearly and concisely. 

PERSQMAL CHARACTERISTICS: Able to Identify and 
demonstrate {»$itive pers(ma1 appearance ami attitude. 



Appearance Is neat and clean. 

Identifies and coiwminicates ability to »«H-k with 

others constructively. 

Oennnstrates positive attitude tJrough usage of 
firm hamJshBke, aalntalns steady eye contact, a«l 
body posture. 

w mEDGE OF COWARY ARO POSITION ; C08»un1cates 
basic background knowlwJge of cot^ny/progrw. 

Conwunicates basic knowledge of position. 



IWSTRlCTIOflS: Coanents required for all ratings 
of Partial Proficiency, Karglnal Proficiency and 
No Proficiency. Please Include what participant 
needs to do to li^ve i^AinwiKe. 



§1 di 



RATING SCALE 



aeoiSo 



s 

Urn 



s 



BE \!m OH (Date) 



This report Is based on ny observation and knowledge and represents s»y best ji;^9wnt of the participant's 
performance. 



Signature of Parol >tefl*er 
This report has been discussed with ne 

Quadrant coordinator Initials: 



Position 
Participant's signature 



TOT 



ERIC 
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Ps^A^Zpyimt and Work mturity Skilla, EsoempU S: Px^B^tcum^t Ocm^tm^ Syatm 
Sataoe: Maine DepasHmmt of UtboTj, D^IoyMiie ami fmifHmg IHHfiiim 

The design of this systea Is based i^n fmir pre-eig^loymnt areas: QBtetr rtec1s1o^4lak1ng, Life/iiork 
Management, Job Getting ^11 Is. and Uorfc Naturlty* IftHier each of these coa^etency areas, specific ci^tcmcles 
are addressed. See ttm fo11oi#1fHl table i^lch shorn a c€8afn)$1te definition of tte fiour oiapetency areas arri 
the specific comi^enclas each Includes. TItti exi^les presented here represent pnly one sf^ciflc cc^t^y 
for each of the co^tency areas of 1) Career fk^lslon-fteMng and 2} Uork Maturity. This co^t^y system 
Includes a correspondli^ curriculum guide irtilch su^sts activities airt curriculum for i»ch specific c(^tem:y 
(an example Is not InctiKted). Tl^ assessomt form Included r^re correspond to more of tte specific comi^ten-* 
cles than tl^ tw eMiaples %hpm (Se1f*Assessaent and Oepemteblllty/Rel lability). The foms represent all ttm 
si^lflc coiyetencles for this systea that require such an Instrument as a oeans for assesslim attainment. 



(tbim Departmmt of tabor^ E^plo^mmt ani Traini9^ iHHeion) 

Pre-ef^loya^t D^ietency krw% 
And Specific Competencies 



Competency Area: Career 
Iteclslon-ftaMng 


C(ffiipetency Area: Life/ 
Work ^fanagem«f1t 


Ccm^tency ^-ea: Job 
Setting 


Coi^tency Area: Work 
Maturity 


Specific Cwr^Jetencles - 
Client Is able to: 

Se1f-Assess8»nt - Assess 
vali^s. identify 
skills, describe 
obstacles to ea^loy* 

ment 

Career Awareness * 
Identify career 
clusters, knoi* 
specific jobs In 
clusters and Job 
duties 

Labor Market Infornm- 
tion - {tescrite 
current local labor 
market, growth occupa- 
tions, relate career 
choice to local labor 
market 

Ciireer CboUe - Select 
an appropriate career 
9(»1, knoM how skills 
could be used In ofwr 
jobs, plan for career 
gcal and develop 
specffic steps 


Specific Cc^etencles - 
Client Is able to: 

NaraslM Personal 
Respmslbinty « Provide 


Specific Coaqietencles - 
Client Is able to: 

Job Seeking - Identify 
Job oppoHuinltles 

Resia^s ami appi lea-* 
tiiffls - complete an 
a|s^i icatlon and a 
resuB« 

Contact Skills - 
Contact e^loj^rs by 
phone, lett^. or 
In person 

Intervletrlna - 
Scl^ule. prepare for. 
complete, ami evaluate 
an Interview 


Specific Co^tencles - 
Client Is able to: * 

OependabllltWRel la- 
bility - Pblntain an 


for basic needs» trans- 
p<^tat1m and day care. 
Use const^r skills, 
mmge moray. Be amre 
of e«9)loyers' expecta- 
tions re^rdlng sub- 
stance abuse. 

Problem &)1v1ng/Cop1rH[ ^ 
Identify a problem, get 
more 1nformt1on» 
lyae Itt «teve1op alterr 
natives, select a course 
of act1oii» persevere 
through obstacles* 


acceptable attendance 
record, maintain iNmctu* 
allty. give notice of 
Interruptions, demtm*- 
strata reiiaoiiivy. 
follm rules of the 
wrk place 

C(^tn1cat1cm Skills - 
follow instnKitions. 
ask for clarification, 
use listening skills 

Persimal Relations • 
Maintain positive 
attires toward others, 
accept supervlsiM and 
criticism, cooperate 
with others ami accept 
chain of commai^ 

Initiative/Productivity - 
Organize time effective^ 
ly, be responsible, care 
about ttw quality of 
work 

Worker Rights - Under- 
stami use of tax form, 
employee benefits, legal 
rights and responsi- 
bilities of the Mrk 
place 
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(xmrmci area: 



SPECIFIC COWETEIKY: 



"SaF-ASSESS«NT' 



ERIC 



Self -assessment Is cteflrod as icnwledge of self as related to the world of wrk« Assessing the self Is 
really a leamlrqi pnmss and sNHild refuted In order to be Internalized for later use. It requires 
tN^ use of dlver^t thInklfHI abilities so that client mves from g^i^ral Interests, abilities skills* 
and values to a specific career area irf^re those skills can be used. It also requires good analytical 
skills and c^iemiess to leamlrq new Information about the self. 

It should be noted that the benchmarks do not reiresent the area of self -assessment. Even after tht? spe- 
cific benchmarks have been attained, the client will need to complete assesstoent on the larger and more 
personal areas of se1f«4ssess^t. This sNnild be an ongoing prDcess throug(»out life. The specific 
benchmarks were chosen because th^r relate to e^^loymnt. 

\»r$n a youth cos^letes this coimet»c;yt te/she Is able to: 

1. assess valtms In relatlm to en^loyment; 

2. Identify skills ai^ aptitudes; 

3. describe eiaploy^t history or past experience and evaluate tl^ as 
related to future work; and 

4. describe obstacles to e^plo^mnt and the possible solutions for those barriers. 

(Maine Department of Labor, Bf^la^mt and Training Division} 
cmumi AREA; Career Oecfslon-Maklng SPECIFIC COHPETEMCV: Self AssesRuent 



Imllcator 



Oea^nstrate an ability to: 

a. Assess values (Interests) 
In relation to the world 
of work^ 

b* Identify skills and 
autltudes 



c. Describe e^lojiment 
history and exfserlence 



d. Describe obstacles to 
e!^lo>^^t ai^ possible 
solutlcms 



BenchMrfc 



Smied Method 
3f Assessment 



by listing S (wrscmal vali^s 
and discussing irt^ these are 
necessary to st^cess on the Job 

by listing 3 persmal skills 
that wuld be an asset on the 
Job and 3 personal barriers ttat 
would be detrln^ntal 

by suamarlzlng past wcrk history 
or experience and evaluating past 
job iwrfcN^nre or experience 
ade(^tely 

by Identifying the 3 mst sl^lf 
leant terriers to esvloycaent and 
solutions Including Initial ste|» 
to follw for each solutlc^ 



OmTBKY AREA: 
WRK MATURITY 

SPECIFIC CWPETEHCY: 



Evaluation of 
Performance 

Evaluatlcm of 
PerforMncOp (&e 
of standardized 
Aptlti^ test 

Counselor or 
Eiaploj^r Appra1s< 
a1 



Evaluatim of 
Perfbnaance 



Possibilities for 
Certification 



List of 5 perswal 
values and a dis* 
cussim checklist 

List of 3 skills and 
3 weaknesses, test 
score sunmry sheet 

Written siaanary of 
past work or related 
experience, Ewp'oyer 
Appraisal Smnary 

List of 3 barriers, 
possible solutions, 
and Initial steps 



OEPETiDABILITY/RELIABILITY 



1. Dependabi 1 1 ty/Rel labi 1 1 ty 

One of the major reasons an employer retains an employee Is because the ec^loyee Is dependable and reliable. 
She or he can be coi^it«i on to shM up on tloe, call In adwce If 111, and be at work tm a regular basis. 
An ernployer also has to trust an eoployee with roney and materials. A reliable ^loyee Is one wiKi will 
follow the rules of the Mrk place. Fm e^loj^rs will keep an e^loyee who cannot deamstrate these skills. 

When the Youth Is certified In this area, te/sNi Is able to: 

a. aalntain an acceptable attendawe rword; 

b. wintain pimctual1t;yi 

c. give tloely Mtt^ of Interruptions; 

d. demonstrate itil lability; and 

e. follow the rules of the wi k place. 
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COMPETENCY AREA: 



Indicator 



(Maine C^pswtirwit of Labor^ B^toymmt ml Training DiviBioni 
«6rkNattr1ty SPECIFIC COf^ETEWCY: 0epemJ«b1Htyr/Reli8bnity 



Oeoonstrate an ability to: 

a. Maintain an acceptable 
attendance record 



b. Maintain punctuality 



c. Give tls»ly rotice of 
Interruptions to wrk 
schedule 

Demonstrate reliability 



Follow rules of the 
worksite or training 
site 



Benctrork 



by rwating the written standards 
of the program for one ronth's 
tim or 

by meeting tt^ stawlards of at 
l«ist one previous asploj^r or 
school 

by belrq on tiM consistently for 
tte training activities each day 
over a three-week period or 

by twldinft a satisfactory recwJ 
of punctuality at previous 
e^loj«r*s wrksite 

consistenly giving notice of 
exited Urdif^ss. or absence 
in advance if possible 

by caring appropriately for money, 
Mterial. and property 

by verbal izir^ the rules ami 
consistently following the rules 
for at least 4 consecutive weeks 



west 
of Asseswi^t 



Evaluation of 
Performance 

Evaluation of 
Performance 

Evaluation of 
Performamre 

Evaluation of 
tarformance 

Evaluation of 
Performance 

Counselor/ 

Dtployer 

Appraisal 

Counselor/ 

E^iloyer 

Apprilsal 



)ssibiiures for 
Certification 



Program attendance 
records 

Bi^loyer or School 
verlficatimi 

Record of lateness to 
program activities 

Ei^loy^ or Sctool 
verification 

Eia^loyer or School 
verification 

Cot^selor/En^loj^ 
Appraisal 

Counselor/Employer 
Apfralsal 



mina Department of Labor, Bnplo^nont and Training Hvisian) 
Aroraisal Sundry Form 

"JeS. ^irSnSLIrkThoufS bS eKiSned and evaluated using the folKming n«*ers: 
l-not at an; e^poorly; 3-average; 4.yery good; 5.e«e11ent. A youth must receive 3 or above to have met 
that benctroark. 

Competency (Indicator) Benctmrk 

'^f^^U^t histor. » experience .Vr^lSJ^KUr ""'"^ 

1 2 3 4 5 

Consents: — ' ~ 

" elr i^a^"^ .r clu.te« J, 1d«ttf,1n9 2 c.r.er cluster, of 1-t.r.st 

Conwents: . -j; — ■ — ' 

3) Career Choice describing a career goal that Is consistent with 

Can select an appropriate career goal JJe's interSts. abilities, resources, and constraints 

1 2 3 4 5 

Cwiwents: , . — — ■ ■ ■ ~~ 

" ?^fsfnSn?rS'§S Shelter. clotMr, 0, <....l.pt-. f «t tto. n«4s 

and by using social service agencies If needed 
1 2 3 4 S 

Cofsments; ' ■ — ■ 
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CoBPtency (Indicator) 8*»»c*wrfc 

Un^pers^eretlifoiigh obstaclw Iv foUowlRg ttevuftJ with solwtlons 

1 2 3 4 5 

devtloplRo alttriNitlve solutions 

1 2 3 4 5 

conqileting at Itast (me month's steps toward that 

solution 

1 2 3 4 5 
CwBWnts: 

6) Iwtervlewlna „ ^ . 

ean prepare for an Interview. Interview effectively 

and understand the pwrpose of on Interview by perfbnalng an evaluation of how he/she has 

done during the Interview 

1 2 3 4 5 

Coraents: , - ■ • , . — - 

7) O ependablllty/ttellaMllty , . , , 
fteawstrAtes reHabiHty.. by caring appropriately for mney, aaterlal. property 

1 2 3 4 5 

Counts: _ ■■ - ■ . ■ . . — 

Follows the rules of the worksite or training site by vitalizing the rules 

12 3 4 5 

and by following the rules of the work or training 
site by at iMSt 4 consecutive weeks 
Cooments: — 

crrohw^a?rSt]o!ls. .... by consistently perfor«ing tasks as explained 

verbally or In writing 
1 2 3 4 5 

Cwffiients: .. 

Ask for clarlflcatlOT by asking for Bora Inforaatlon If Instructions are 

not understood 

1 2 3 4 5 

Corawnts: , . 

Speak clearly and effectively by stwaarlilng his/her wrk history In an Interview 

situaticNi 

1 2 3 4 5 

and by veriMlly describing {roblems tlwt occur on 

a Morksite and how they night be resolved 

1 2 3 4 5 

Comments : 

Can use listening skills by to W«t in^rwation presented 

by taing able to explain InfPnsatltHi pre^ted 
1 2 3 4 5 

Com«nts: . ■ 

9) Personal Relations 

Can maintain a positive attitude toward others on the . . ^ . . 

j^orksite dressing an)ro|»*1ately and wintaining good 

hygioMs 

1 2 3 4 5 

ami resisting otNr people's rights 

1 2 3 4 5 

Cweaents: , ■ — 

Can accept supervision and crlticisa by altering behavior wNn appropriate 

1 2 3 4 5 
verbalizing expectations of supervisor 



1 2 3 4 5 
and seeking fee<fi)ack w performnce 
1 2 3 4 5 



C(»ffwnts: 



O ' 3S 
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(^c^ttncy (Indicator) 

/ CoopcratiS with co-wrkers and accepts th« chain of . ^ ^ , . *i 

/ comaBd by being supportive of other people's activity 

convniiny 1 2 3 4 5 

/ ami following the chain of COTmand for approval 



If re(^1red 
1 2 3 4 5 



Co^R^nts: 



cSrorqantwltS^effect lvely by seeking Secondary tasks when the primary tasks 

are con^leted 

1 2 3 4 5 

Can sustain responsibility by learning new tasks associated with job 

1 Z 3 4 5 
solve problems objectively 
1 2 3 4 5 

acceptif^ change 

1 2 3 4 5 

seeking guidance 

1 2 3 4 5 

CoiinQients; . . _ . ^ - 

Can exhibit ownership In the quality of the product by consistently trying to Improve the product 

1 2 3 4 5 

This form was completed by: - - - 

Title: ■ . 

Worksite or 

tell very Area: — 

If parts of this fbrm are coaipleted at different t1s«s throughout the prograai. Indicate the date in the 

coRment section. 

fmim D^partmgnt of L^r, m^ lp^m%t ami Tmining DitrMon) 

fhrlor Eroloyment or Sctm} Verification fwn 

In order for the ABC prograia to certify that this youth has achieved certain standards at school or In the 
wrkplace. please verify the following Items. Soiae Items relate more to a school or others to a Pl«ce of 
OTploynent. If the Item does not relate to your site, place circle «/A and If you have no knowledge «bout 
that particular Item please circle UK for unknown. The numbers below each Item represent frequency, 1 •seldom. 
2«soMti»s, 3»usually or the average. 4-frequefttly, 5«al(W)st alwiys- 

Itome of youth . ^ 

School/Worksite: ^ 

Name of person conyletlmi this fona: 

Youth's Duration at this school or worksite; . 

Date the form was cosvleted: - 

The youth^nained above has deronstrated that r^/she: 

1) Can provlete transportation that Is reliable 

1 2 3 4 5 M/A UK 

Z) Has reliable chlldcare 

1 2 3 4 5 N/A UK 

3) Pri^^ldo basic needs for self siK:h as food, shelter, clothing 
1 2 3 4 5 H/A UK 

4} Design and maintain a binlget 

1 2 3 4 5 H/A UK 

5} Free from substance abuse 

1 Z 3 4 5 N/A UK 

6) Has good problem solving abilities such as can identify problem, analyie it, suggest alternatives, choose 
a course ol action and persevere. 



1 2 3 4 5 H/A UK 
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7) Can conplete an accyrite a^^llcatlm 
1 2 3 4 S rVA UX 

6) Contact an en^iloyer and sake a gooi first Impression 

1 2 3 4 5 N/A UK 

Y. 

9) Interview effectively *^ 
1 2 3 4 5 



UK 



10) I4a1nta1n an accepuble attendance record 
1 2 3 4 5 ft/A UK 



11} Is on tlRK 
1 2 3 



N/A 



UK 



12) Gives notice In admnce of Intemiptlons to sctedule 
1 2 3 4 S N/A UK 

13) Is reliable by caring for wwey and iMterlal appropriately 
1 2 3 4 5 N/A UK 

14) FolloM rules of Mrkslte or scNwl 

1 2 3 4 S H/A UK 

15) Follms Instructions 

1 2 3 4 5 N/A UK 

16) Speaks well and effectively 

1 2 3 4 S N/A UK 

17} Uses listening skills 

1 2 3 •! 5 n/A UK 

18) Positive attitude toward others 

1 2 3 4 5 N/A UK 

Dresses appropriately 

1 2 3 4 5 N/A im 

Inspects others rights 

1 2 3 4 5 N/A UK 

19) Accepts supervlslw and criticism 

1 2 3 4 5 N/A UK 

20) Accepts chain of connand 

1 2 3 4 5 N/A UK 

Cooperates with co-workers 

1 2 3 4 5 N/A UK 

21) Organizes time effectively 

1 2 3 4 5 N/A UK ^ 

Learns new tasks easily 

1 2 3 4 5 ri/A UK 

Accepts Change 

1 2 3 4 S N/A UK 
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Pr^^lp^nont and Work fkiturity SkilUt, Sxampla S: Pr^^E^loyment Skillm Competeney Syatem 
Source: Vemant Mpartmmt of S^loffmmt oaitd Traini^ 



This ci^fpetewcy system Is b^sed on a Xmo tiered program structure- The pre-employront competencies relate 
to the Pre-employment Skills Tralnif^ Program irtiile the Work Maturity (or Itork Maintenance) competencies relate 
to t»w Entry Employ^t Experience Pn^rw, So^^irtat different sUwJards of attaining and measuring conq>e- 
tencles exist for each Tier, Tier 1 co^tew;ies have to be nastered before ycHith can participate in Tier 11. 
Thus, the Pre-€mployi»nt Skills Training Program is a prerequisite for youth participation in the Entry Ei^loy- 
ment Experience Program. The exiles that follow represent only tm out of a tot«l of twenty- three c<^- 
tencies IdentlfifrJ for this system. 

Pre-Employment Coa^etency Area ; /k:quis1tion of Work 
Cwpetency #8: 

DcBK^nstrates ability to identify 3 occupatiwis of personal interest in local labor raarket area, and 
where the f^ple in these occupations wirk. 

Description : This com|«tency is intended to help youth explore occupations of perswal interest in their 
later market and find out where the i^ple in these <K:cupat1(ms mrk. Many youth have never 
gone the next st^ after identifying an occujMtlon of interest, nAlch Is to ej^lure \f and 
where that occupation does exist in their local labor market area. This compete^y is designed 
tolielp the participant gain this knowledge ainl the ability to do a little research (i.e. finding 
out where the occupeticm exists). It also helps the participant to gain a better general under- 
standing of his or her local later market. 

Assessment Method: This cofl^etency should te measured for attaiiw«nt by using the Occufations Itorksheet 
(coBtoirwd worksheet for coB^etencies 8 and 9), The traifwr srmld review and discuss 
the completed worksheet with the participant. Although trair^r rates are optional. If 
the participant has significant difficulties mastering this cc^tency, these steuld be 
noted* 

Documentation : Once this competency is mastered the pr<K;edure for <kK:imenting it shall involve a trainer's 
signature and date on the cof^leted workst^et. This signed worksheet should be placed in 
the participant's file, along with any relevant trainer notes. 

The trainer steuld also Initial and date the participant's Competency Attaliwent Record, 

(Vermont Department of Bntploifnent and Training) 
Competency 8 and 9 (combined worksheet) 

OCCUPATIONS WORKSrgET 
Name: . Date: 

list three (3) occupations you are Interested in which can be found in the towns you identified In Coi^tency 
#6, List the nan«s of the employers, their a<Mresse$ and phone nim*ers. Also find out and write the starting 
wage for each of these occupations In the blank provided, 

OCCUPATIW 1: Starting wage: 

Employer: 

Address: . Phone #: 



OCCUPATION 2: Starting wage: 

Enn)loyer: 

Address: Wwne #: 



Occupation 3: Starting wage: 

Errgloyer: 

Address: Pho^e 



(Trainer Signaturil (Bate) 
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(Vi^rmnt DmparUmnt of Bnpla^mnt and Tnining} 
a^fPETCTO 8 and 9 (cfxnblned workshfiet} (XnTKMAL OCCUPATXOtS IA»KS»€rr 

fteme: Trainer Sfgnature: 

Date: Date: 

1st Choice for an MCu|Nit1cm or job Is: 

Name, address and phomi nmit)er of an e«^1oyer In your area wN) hires people for this type of Kcupatlon or Job 
Is: 

Employer f<«e: Address: ^ 

Phone #: , 

The starting wage for the above Kcupatlon or Job Is: 

Some of the benefits offered are: 

Three characteristics of this Job are: (exai^>1e: outdoor wrk) 

T. 

The major duties of this occupation or Job are: 

1. ^ 

2. 

The growth potential for this occupation or job is: 

The avera^ working cwidltlons are: 



SoKTce: V0mont IkipartMimt of E^to^mt and Training 
Work Maturity Cwgetency Area ; Work fVilntenance 
Con¥>etency #18: 

Demonstrates ability to cooperate with and assist co-i^rkers - does not Interfere with the work of 
co-workers . 

Description : This cowpetewry is Intended to train j^uth to cooperate with and assist their co-workers. Very 
few firm expect their wrkers to be or becoflw best friends, howver, they do expect their 
workers will get along and help each other. A worker iirtio never, seld(»« or only so^tlmes gets 
along with and assists co-workers is not a desirable eR^lo^ to most en^loyers* the other 
hand, a worker vrfio usually or always cooperates and assists otters Is desired by employers. 
This competency Is desi(pied to ^hw that a participant is able to cooperate with ami assist 
co-workers. 



Assessment Method: 



Docuiwntation: 



This co^ietem:y should be masured for attali^nt by using the Coi^)etency Rating Record. 
The traitor >mist rate t^e participant's perforwnce each day of trainlno. ^eciflcally, 
the traiwr must indicate whether the youth, on a scale of one to five {never - 1, seldom • 
2; sometimes » 3; usually - 4; or always • 5) ccm^ates with and helps his or her co- 
workers. For mastery of this competency tte participant nwst TOintain an average rating 
of four (4) or better for the duration of the program. 

Trainer notes are em:ouraged for this co^temry. It wuld be appropriate, for exaa^le, 
to note situations in which the participant does somethir^ <Hit of tte ordinary which 
helps his or her co-i«rkers. If the |Mrt1c1|»nt does or says something that fosters a 
cooperative, cohesive work group, this should also be recorded in writing. 

To dwrument the attainment of this coa^etency, tte tr^ 'fM»r shall initial the Cc^npetency Rating 
Record* The Competency Rating Record and any relevant trainer notes should be placed in th^ 
participant's file* ' 

Once this competency has been mastered the trainer sNwId initial afHi date the participant' i 
Ccmipetency Attainment Record. \ 
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(Vemont D«paFUnent of Bn^loyimnt and Training) 
TRAINER NOTES 

Name: Date: 

Cofl^tency #17 (Attitude): . 



Competency #18 (Cooperation A assisting co-workers): 



Ca!|>etency #19 (Following instructions): 



(Vaxmmt D0paitmnt of Bi^lo^smt and Txxtining) 
TIER I WR1GITE SW>ERVISffll REPORT/CWVETOTCY CHECKLIST 
PARTICIPAflT: WORKSITE: 



Refwrt Period from: to: Date: 



{Ratings: 1 - Never; 2 - Seldom; 3 - Sometimes; 4 - Usually; 5 - Always 
COMPETENCY — i 


RATING 


AVE. 
RATING 


#11 f4aintains an acceptable attendarce record. (Averacie ratlin of 4.5 required for wstery 






h. No itnexcused mences 






b. No chronic absenteeism 

c. Calls suoervlsor if qolna to t>e late or absent froia wrk 






d. Lets supervisor knw In advance of apf»lntH»nts T&Tf^l 

#12 Reports to work on time. (Averacje ratlna of 4,5 required for f?»stery.) 

#13 Completes assigned tasks on time. (Average rating of 4 remilred for mastery- } 






#14 Uses appropriate language. (Aver«qe ratlno of 4 required for mastery. J 
#15 Requests an3 perform work assignments wittout prorating, 
(Averaqe rating of 4 r«^u1red for mastery.) 






a. Shows Initiative 






b. Shews motivation' 






c. Is willing to learn new tasks 






d. Asks for work 






Performs assigned wcrk witwut prompting 






TOTAL: 






#16 Appropriately cares for personal dress, grooming and hj^lene. 
(Averate rating of 4 required for mastery.) 






#17 r^afntalns a positive attitude. (Average rating of 4 required for mastery.) 






#18 Cooperates with and assists co-wrkers (Average rating of 4 required for mastery,) 






#19 Follows instructions 'Average rating of 4 required for mastery.) 






a. Follows wrUten and verbal Instructions 






b. Asks questions If (s)he does not un<tersUnd instructions 












#20 Able to work under sui«rv1s1on {Average rating of 4.5 required for mastery,) 






^21 Accepts constructive critldw. (Average rating of 4.5 required for mastery J 






#22 Performs work free from substance use. 

(Average rating of 5 required for mastery,) 





Supervisor Cojnnents; 



Employrcnt Specialist Coflwents: 



Supervisor Signature Participant Signature Employswnt Specialist 

Oite Oa^e ' 
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BASIC EOlCATION SIULLS 

iJLtrocluetlgq 

Basic Education SMIls Include $M11$ In the am of reading, Nrltlr^ ami co^tatlon. Private Imlustry 
Councils* Service Itellvery Areas ami task forces In various ';tates are cunrmtly cteveloping specific ami 
general basic education cmpetencles for use by service providers In teaching JTM eligible j^th. There 
are a var1et;y of formats dealing with categories* boKtmrks and aeatureoents. Considerable variations exist 
In the level of co^tency to achieved. In or^ agency tt^ measure of coc^^tei^ may be to pass a state 
level test and In another agency the measure mi^r be t)« attali^mt of mlnls^ basic skills required to enter a 
Job. The fnost Itqwrtant ^sure Is the attainment of basic skills idilch eayloyers deem essential. 

In some cases you may flmJ that the basic cKtucatlon skill competerales provided tte Private Industry 
Coumill are too high to be achieved by scm handicap;^ stinients* Hamllcapped youth may require mmllflcatlons 
in the amount of materials ami tt^ format In which the materials are presented. Instructlw may tmed to be less 
Intense, more Iwllvlduallred and presCTted at a slower pace. A further break(kmn of tf» co^tency may be 
necessary for so^ youth. The role of the teact^r or tralrar Is extf^mely li^rtant. 

It Is essential that the basic edtK:at1on skill cqmf^tencles be closely coordinated with the job specific 
skill compet^les. In many instances the job si^lflc skill co^tmles can be reviewed to Identify the 
basic ediK:at1on skill needs. It would apprq)r1ate to develop a program which teaches Only tte entry level 
skills. A program which teaches basic e<hicat1on skills ^Ich are not related to tte work requirements could 
be counterproductive to student achleve^t and delay entry Into tto world of work. 

The developront of basic education skill competencies for JTPA progrii^s serving tundlcapped youtn is- 
stm In the develope»ntal stages. Private Industry Coimclls are working m both the process and content of 
the basic education skill o^^tency requirements. Do not hesitate to offer assistance to your local Private 
Industry Coimdl In developing ain>rDpr1ate entry level basic edt^atlon skill c(^^tenc1es. Private Industry 
Councils are concerned about positive termlnatlcms. Basic educatlOT skill co^etemry programs which achieve 
positive terminations will be of mKh value to t)^ Private Industry Cc^nclls. 

The following exm^les of basic education skill youth coaq>etenc1es are excen)ted fron current doctmients 
developed by Private Imlustry Councils and other JTPA related asvncles. These exas^les depict the current 
thinking In the area of process and content of youth com(^t«f)Cles In basic edi^atlon skills. TNi exai^les 
are provided here as a basis of Information which you can utilize In (teveloping your 01^ basic ed(K:at1on skill 
youth competencies for handicapped youth. 

Baaic Edkcation SkitU, Saaa^lm: JTPA Jauth Apto^mant System A Model 
Source: The Kanma nzak Foree on touth (^jmpetenei/ 

The Basic Educational Skills category requires that the youth obtain and demonstrate tte basic reading, 
writing, and cof!?«Jtat10fUil skills necessary for successful entry Into tt^ work force. The Indicators and 
benchmarks, therefore, reflect tte basic minlimjm competency levels suggested for «ttry Into tte local labor 
market. A minlmims 8th grade level has teen determined as appropriate In all areas. These should be considered 
as minlfmmis only. 

During Pre-Assessmnt the youth's basic educational skill levels will be determliwl either through certi* 
fled school records or any appn^rlate Method of Assess»«nt approved by the State Board of Edi^atlm). A request 
for release of test Information im^st be signed by the youth (or their {^r^t or gt^rdlan If the youth Is under 
16} and forwarded to the schMl. These results are ttm recorded In the Vocational Testing Results sectim of 
the Assessment form. The Etenchmarks may have already been met through the school system. 

I^e to the nature of this competency and the need for testing, referral, edwratlmal InstnKrtlon, ami 
exchange of Information, It Is cnK;1al that a non-f1fwm:1al agreemmt be developed tetMen JTPA and Education 
to facilitate the high degree of cooperation essential. Additional financial agreements utilizing a variety 
of funding sources may also be entered Into as appropriate. 
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Ihe goal of the Basic EdiKiatloi^l Skill co^etency area Is to assure that youth possess the slnlim^i skills 
that employers have deteralncKl to be essential. JTRA imist mrk closely with local educatloral representatives 
In Identifying skill deficiencies and making arrangements for referral to appropriate educational prograra as 
required. 

The process/procedure for the Bailc Educatlmal Skills competency area is to refer the youth to local 
education agencies to bring their reading, i^rltlr^, and co^utatlonal skill levels, as referenced In the 
attacfwd list of empetency Ifullcators, to tf» acceptable stamlards rev«1red. In * cases the bencteark has 
been set at the 8th grade level. This referral to education Is to be documnt^ In the Referral section on 
page 2 of the Es^lo^blll^y ttevelopmnt Plan. lOCft of all Basic Education c(s^tency Indicators must be 
attained before the youth «ay be certified as havli^ met tte Basic Education Coaqwtency. The Indicators are 
attached. It should be rated that proficiency In ttw English language Is re<^1red In that all Imllcators 
refer to English language abilities. The native lan^ge of ^'engllsh as a secomi language** youth may rat be 
used to met the prescribed standards; 

Assessment of the youth's having attained the edi^tlmal ci^tency levels my be based m sctool records 
or any appropriate test approved by the State Board of Edt^atlon* A cyialifled sc^xnii system counselor or 
educator should a<te1nister and score tN tests and these scores given to the JTPA Representative* It Is tNf 
certified sctool records stoiring cc^tency levels at or atove re<^ired stamtords or the certified scores from 
a State Board of EdiH:at1m approved test that serve as the certification of the Basic E<hK:at1cma1 Skills 
CofinJetency, This drctmienUtion should recorded on an EDP Update form to indicate that the youth has attained 
the Basic Educational Skills C(H^tency« 

(Mamae Taek Faroe on Xmth awfMt«98^^ 
BASIC EIHICATIQN COmimy CATEGORY 

Reading S Cowyrehension 

COMPETEtCY INDICATOR BEflCWIARK fgASWg 

The participant will read and compre^nd Passirm score on a test standardized Any test approved by the 
written Rwterlal at the 8th grade level at t^ 8th grade level. State toard of Education, 

as detenni ned by a standardized test. 



English i Written ComaunicatlOT Skills 

The participant will demonstrate an Passing score on a test standardized Any test approved by the 

acceptable level of written English at the 8th grade level. State Board of Education, 

proficiency. 



ftethematlcs 

The participant will d^nstrate an Passing score on a test standardized Ar^ test approved by the 

acceptable level of proficiency in at tfm 8th grade level. State Board of Education, 

mathematics* 



Spelling 

The participant will correctly sj^ll Passing score on a test stamlardlzed Any test approved by the 

wrds at the 8th grade level. at the 8th grade level. State Board of Education* 
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Baaie Eimation SkilU, Sm^U fHo: Rfg^tHat SduaaHan Benahmrka 
Souxw: Privau If^try Counait of Skwtft Harida, iHmi, SUrida 

Tlie Private Industry CouiKll of South Florida l»$ developed Remedial Educatim Benchnarks. InstrtKtors 
using tte systen med to develop the bencinark mterlals and could therefore relate snterlals to sfwclfic 
work related situations. Exas^jles in the area of reading, awl wath *A1ch are currently In use in some Florida 
areas are provided below. 

REMEOIAL RMiCATI(a< BEHDWftRKS 

Provided below Is a co^lete set of benchrasrted training stamlards for r«aed1al education progr^. Sime 
projects way ctoose to cover all bwchmarks, but others aay choose to cover only selected se^aents of the 
coi^lete set of bowhaarfcs. So^ projects select specific baiclnarks for Individual stMtents based on their 
diagnoses of Individual students' deficits. Itaaedlal education operators applying for funding will have to 
specify in their proposals t^ilch of these benchaarks they anticipate covering {if the currlculiia will focus on 
only a portion of the full set of coi^etencles specified in tfw b^tctaiarks) and Iww tt» bwchmirks will be 
incorporated in the diagnostic-prescriptive approach the project will be using. 

Subait Attachment A as part of your proposal. Circle the benchaark ngsbers pertaining to the laterlal >ou 
propose to cover ami ^vide the requlfite explaiuitKms in your narrative. 



Bench^rk 

Nunter Element 



1. 



Z. 



3. 



4. 



5. 



6. 



7. 



8. 



9. 



10. 



Sight Vocabulary 

Ptonlc s 
Consonants 



Vowels 

Structural Analysis 
C(M«X)und Words 

Suffixes 
Prefixes 

Root Words/Affixes 
Syllabication 

Vocabulary tevelopmOTt 

Words that Soumi 
Alike 



Itewedlal Education (Iteadlng) 
Benctoark 

fiiven 50 randomly selected basic sight words, the participant 
will pronounce the words correctly. 

Provided a series of words, participants will identify and 
pronounce consonant sound (initial, medial, final), to the 
Instructor's satisfaction. 

Provided a series of words, tfw participant will identify 
and pronounce long and short vowel sounds, to the Instructor's 
satisfaction. 

Provided 25 words, the participant will fora coo^und words 
for ZO out of X.h& 25 and identify ojqnund words in 10 
soiteiKes, with Knc accuracy. 

Provided 25 words, the participant will correctly form 25 
new words by adding coeraon suffixes (plurals, tense, y, ly. 
less, tidn, etc.) and will protmince wA use the new «fords 
in seitetices, with BOX accuracy. 

Provided 25 words, the participant will correctly form 
25 new Nordi by adding coimon prefixes (un. dis, pre, 
unl, bi, etc.) and will pnmotmce ami use tiie new wrds 
In seitences, with BOS accuracy. 

Prov1(ted 25 «M)rds containing infixes and/or suffixes, 
the participuit will with accuracy identify the 
nK>t, prefix, and suffix of each word and correctly 
proiwunce 20 of tlw 25 words. 

Provided 25 wnrds of 2 or more syllables, tte participant 
will, with accuracy, separate tte words into syllables 
using tlw coaaon syllabication patterns and correctly 
pronomce tf% words. 



ktord Meaning From 
Context 



Provlifed 20 inco^lete sentences with pairs of words that 
soumi alike (to, toot hear, twre,; etc.) tN; partlclfMnt 
will choose the contextual ly appropriate word for 16 of 
tte 20 sentences. 

Provided 10 unfaniliar Mrds and sentefK;es or paragraphs 
using the words, the {»rt1c1pant will use context clues to 
correctly define B of the 10 tnrds. 
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n. 

12. 

13- 

14. 

15. 

16. 
17. 

18. 

19, 
20. 



21. 
22. 

23. 

24, 

25, 

26- 



Pro¥ltf«d with a list of 20 suUlsylUbU mrds amtalnlng p\e 
14 mst co^ii ruot tionis, tte fwrtlclpant will apply ttm manlngs 
of prefixes, suffixes* and roots to correctly (teflne 16 of tt^ 
20 words* 

Provided 2 sets of 25 cos«only used words, participants will 
correctly define 1 set of 2S words, and chMSe correct antonj^ 
for the second set of 25* with 9n accuracy, 

ProvKted IS sentences with silsslr^ words, tte participant will 
supply the amnroprlatf word by analysis of tl^ context of the 
sentence, for 12 of tN 15 sentences. 

Pro¥l<ted 5 pardigrepbs Md questions about wta« nAat. tdtere, 
and why, the participant will read the paragraphs and 
answer the quntlons, wlt^ BOt accuncy. 

Provided 2 paragraphs containing sequential Item and/or 
events, tiie participant will 1<^t1fy the correct order of 
tte evmts, with IK) errors, \ 

Provided 5 paragraphs* tN> participant will 1(tent1fy tN 
topic sentence of each, wit tout error- 
Provided 5 paragraph, the participant, after reading the 
INiragrai^i will Identify tte min Ictea of each, with ffiK 
accuracy. 

Provided 2 (^ragraphs containing cause and effect relationships, 
the participant will Identify th^ cause and effect without 
error, and will Identify ttw words that cue the relationship, 
with 801 accuracy. 

Provided 5 reading passages, the participant will correctly 
answer questlws idilch re<pi1re hW^ to Infer Informatlw 
not directly stated In the e»ter1a1« with 90% accuracy, 

f^ovlded 2 articles containing impaganda and 2 containing 
statesmts of fact and opinion, the participant will, with 
8(S accuracy, 1) Identify tte {mrpaganda technlqiM^ utilized 
(persuasion, esotlmially charged stateMnts, etc«} ami 
2} correctly differentiate fact and opinion statements. 

Practical Reading Stills 

Following Directions Provided a stort selection *A1ch ccwtalns directions, ttm 



toots/AfflMs 



Vocabulary 



Cororetenslon SMI Is 

Seitence 
Cosipretens Ion 

Gettlf^ Facts 



Seqiffin€» 

Topic Sentences 
Main Ideas 

Cause and Effect 

Inferences 
Critical Reading 



Map Reading 



Scheduler 



Charts, Graphs, 
Tables, D1dgr«i» 

Uant*Ads 



Advertlsemnts 



participant will foUoti directions accurately, with no error, 

Prov^^ 2 types of «aps (road, pictorial), the participant 
will demnstrate bow to read and Interpret the naps, with 
&y% accuracy. 

Provided various types of schedules (tnis, train, etc), 
the (Uirt1c1{»nt will d^ns^ate to read and interpret 
the sctedules, to the Instructor's satlsfactlcm. 

Provli^ a graph, a table, a ctart, and a diagram, t*^ 
participant will Interpret and answer ipiestlons about the 
content of each, to tt^ Instri^tor's satisfaction. 

Provided 10 wnt-ads (jobs, real-estate, etc.), the partici- 
pant will read and Interpret the ads, to the instructor's 
satlsfactlOT. 

Provided 5 advertlsepents, the participant will read and 
answer questions about the advert Isment, to the Instructor's 
satisfaction. 



47, Addltlcw of Whole 
NuN>ers 

48, Subtraction of 
WH>le Nui^rs 

49, r^ltlpllcatlon of 
Whole %mibers 



ttesedlal Education (Hath) 



Provided 20 addition problems, the participant will acjkt 17 
out of the 20 problem withmit error. 

Provided 20 subtraction problem, the fHirtlclpant will 
subtract 17 out of tN 20 problem withmtt error, 

Pi^lded 20 Rxiltl plication problem, the participant will 
solve 17 out of the ^ problems wItNHit trror. 
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Batio Sditaaticn Skilla, tempU Tlu^: Aocount a^Aamiatant Bookkeeper/Hlling/Patfrolt/ 

Sam: Priwxtt Ittdumtry Couioit of Bmboldt Onmtff, SVrrte, OtUfifmia 

The Private Iwlustry Cflimcil of Humboldt County. California has developed basic education skills fter the 
Susmr Youth Efi^lo/ient Training Program (SYETP). Included below are excerpts from the reading and writing 
skills ami the oath skill area. In the entire list of coe^tencies there are 11 reading and writing coB^e- 
tencies and 16 math coe^tencies. 

Reading and Mrifcina Skills 
Read, spell and use basic bookkeepin<} term. 

a. Match basic bookke^ing terms with their definitions with 80* accuracy; 

b. Siven basic bookkeeping terns orally, write each term neatly, legibly 
ai^ with 7S( accuracy; 

c. Given a list of terais and a series of ir.complete sentences, fill J" the 
blanks neatly and legibly and with 80X zccuracy in content and 908 accuracy 
in spelling. 

a. Definition worksheet 

b. S{w11ing test 

c. Sentences workslwet 



A-1 

Measures: 



T«H)1 or 
Document: 



A-2 

fteasures: 



Tools or 
Document: 



OsBonstrate the ability to read and interpret c<wnen business forms. 

a. Siven a variety of business forms, such as vouchers, sales slips, purchase 
orders and invoices, answer a series of factual (^tions based on the 
forms. An$»<ers shmild be r»at. legible and 75X accurate. 

a. Forms worksheet 



A-3 

Measures: 



Tool or 
Document: 



Demonstrate the ability to read and interpret o^aon reference Ubles and charts. 

a. Given conaon reference tables and charts, such as organization charts, account 
charts, personnel rosters, and tax tables, answer a series of factual questions 
based on the data supplied neatly and legibly and with 75* accuracy. 

a. Tables and charts worksheet 



A-4 

Measures: 

Tool or 
OocuMnt: 



(tamnstrate the ability to interprot awl use alAreviations. 

a. Match list of tetfws with their coraaon at^reviations with Wf accuracy. 

a. Abbreviations worksheet 



A-5 

Measures: 



Tool or 
Document: 



Demonstrate the ability to read and follow company policies and procedures. 

a, Siven a set of saople procedures such as financial procedures, filing 
procedures, petty cash procedures, etc., answr a series of factual questions, 
based on the procedures neatly, legibly and with 80* accuracy; and 

b. Sivw a set of sae^le cw^jany policies such as vacation^aroi sick leave 
policies, time and attendance policies and promotion PO"£l«. « 
series of factual questions based on tt» policies with SOS accuracy. 

a. Procedures worksheet 

b. Pol icies wrksheet 
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A-6 

Measures: 



Tool or 
Document: 



Demonstrate the ability to list words In alfhabetical order. 

a. Siva 2S words (with groups sharing up to 3 initial letters in similar 

sequences) in random order, list them in alphabetical order neatly. 

legibly and with 90% accwacy in spell irg and se«pi«tce. 

a. Word list 
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A-7 

Measures: 



Tool or 
itecuBient: 



tJemonstrate the ability to sort data by giviMi claislflcation criteria. 

a. Given 20 account cards, alphabetically by nam, then chrettologlcally 
by date, then nuB»Hca!ly by account nuriber. Cards should be sorted 
with 901 accuracy. 

a. DocMi^tatlon of card sorts 



A-8 

I4easure$: 



Tool or 
Ctoci^ent: 



Oenonstrate the ability to list dates In chronological enter. 

a. Given 25 dates with months written In words, list the dates In nwwrical 
fona In chronological order neatly and legibly, with 90% accuracy In 
spelling and sequence. i 

a. Date worksheet 



A-9 

Measures: 



Tool or 

Doci^nt: 



Demonstrate the ability to write dates with correct punctuation. 

a. Given 25 dates with months written nuaerlcally. write each with the 
month written out neatly and legibly, and with lCK>f accural In 
spelling and fwnctuatim. 

a. Dates worksheet 



A-10 

Measures: 

Tool or 
Document: 



(tennnstrate the ability to copy nams and ntsdiers of accwnts. 

a. Given 20 naaes and acco(«t nmbers, copy each neatly, legibly and with 
lOOS accuracy in spelling, punctuaticm ami settee. 

a. Account Himber w^ksteet 



A-ll 

Measures: 



Tool or 
Document: 



Daaonstrate the ability to write names and addresses with proper pwwtuatlon. 

a. Given a list of 20 nawes and addresses, write each 1t« as a (wiling 
label neatly and legibly, and with g0» accuracy in spelling, capitalisa- 
tion and iwnotuatlon. 

a. Mailing List worksheet 



B-1 

Measures: 



Tool or 
Dociff»nt: 



Hath Skills 

Demonstrate the ability to read and write numbers up to 10,000,(»X), including 
dollar amounts. 

a. G1^ 20 accowit numbers and 20 dollar amowits twice orally, write 
each item neatly, legibly ami with accuracy; ami 

b. Given a list of 10 dollar wMimts and IC ntsiers, match niMber with 
the same item written in words with 1001 accuracy 

a. Accounts fhrobers list 

b. Dollars list 



B-2 

Measures: 



Tool or 
Document: 



Demonstrate the ability to Identify place V£lwe of digits in **ole nta^rs 
with up to 7 digits. 

a. Given 20 rawbers, cvpy them neatly and legibly in column format such that 
a total could be calculated. Numbers shculd be copied with lOOX accuracy 
in sequence and place valtw; and 

b. Given 20 numbers orally, write them neatly ami legibly in colinn format 
such that a total could be calculated, numbers stould be written with 

accuracy in sequence and place value. 

a. Column worksheet 

b. Nimibers list 
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SmiT&e: Cmtcr far Bi^U^pmnt and Imom St$MM, flw Fl0r0me B0tler QtadmUt Saiw^l, 

A BrafKlels (Ailverslty study on Coo^etency t»sed e^loys^t and training for youth under the JTPA gave 
exA^les of a c^nstratlon project In co^ietonty based educat1(m. This prografi, C^ir^r^lve E^atlim and 
Training Opporti^Ules Progrm (CETOP) provided es^loyablllty and educatloi^l services to eligible youth. 
The benchmark systeo MS the foimdatlwi for the CETOP currlculi^, Exa^les of basic aca^lc skills In the 
computation area are show below. To be demed ''comfMtent" In tfw tenctaaH area a studm must pass through 
four levels of Increaslr^ difficulty. 

COnPETOfCIES AREA: Basic Acadralc Skills: Cooputatlw 

BEhCHTlRRK: LEVa: 1 WffWER: 3 

Participant scores Wi on test of basic 
addition and subtraction* 

PROCEDURE: 

1. Participant will co^lete addition skills Inventory ami subtraction skills Inventory 

2. Instruction will perform an error analysis on partlclf^nt's Inventories and will R»ke asslgments 
to address participant's weaki^sses 

3. Participant will take a test on acWItlcm and subtraction 

flATERIALS: 1. Hiagfaer Power or equivalent math text 

2. Uorksteets 

3. PLATO System 

EVALUATION: 601 accuracy 
COrtOITS: 

In-scN)ol participant oust pass a basic bath course vHh at least a C average or demonstrate 
those math skills on an achievement test 



COMPETENCIES AREA: Basic Academic Skills Computation 
BEINCWVUUC' 

Participant scores 80* on test of basic LEVEL: 2 fnWER: 3 
multiplication and division, 

PROCEOUfE: 

1. Participant will ccmrplete a ^Itiplicatlm inv^itory and a division Inventory 

2. Instruction will perform an error analysis on participant's Inventories and 
will make assigre^ts to address partclcipant's weaknesses 

3. Participant will Uke a test on imjltipllcatlon and division 

MATERIALS: 1 . Huitiwr Power or equivalent math text 

2, Worksheets 

3. PLATO System 

EVALUATIW4: 80* accuracy 
COfWENTS: 

!n-school participant mst pass a basic math course rith at least a C avera^ or demonstrate 
those inath skills on an achlevemnt test 



COHPETEtlCIES AREA: Basic Academic Skills: Cotsputatim 

BENCHMARK: LEVEL: 3 fflfttER: 3 

Participant scores BOS on test of basic 
fraction aiKl decimals. 
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PROCEDURE: 

1. Participant conqiletes a fractions sMIU inventory and a tJecliaals skills inventory 

2. Instructor perfonas an error analysis on participant's inventories awl makes 
Bsslgnaents to address Meaknesses 

3. Participant takes a test on fractions and deciaals 

MATERIALS: 1. Muaber Power 2 or equivalent math text 

2. Workslwets 

3. PLATO System 

EVALUATION: 80« accuracy 

^°**^l"school participant must pass a basic aath caurse with at least a C average or dawnstrate those 
nath skills on an achlev^ent test 

COHPETEMCIES AREA: Basic Academic Skiljs: Coi^tation 

BEHCWWIK: LEVEL; 4 HtflBER; 3 

Given an eKMinatiOT comlf^ basic «th 
skills, includinj word prpbleas, percent, 
area, perimeter, and metrics, participants 
will score at least 80% 

PROCEDURE: 

1. Participant cofl|>letes skills invCTtories on word problems, percent, area and perimeter, 
and metrics 

2. Instructor perfoms an error analysis on participant's inventories and makes assignments 
to address weaknesses 

3. Participant Ukes GEO Practice Test 

flATERIALS: 1. Wui^r Power 2 or equivalent math text 

2. Workst«ets 

3. GEO Practice Test 

4. PU System 

EVALUATION: BOX accuracy 

^^^^ll-school participant must pass a basic n-ath course »iith at least a C average or 
demonstrate those math skills on an achievament test 



SuniMry and C-anclusions on Basic Skill Youth Co^etencies 

The purpose of youth competencies in the basic skill area is to help youth learn skills which employers 
demand for entry into the world of work. It may be difficult for employers, educators and Private Industry 
Councils to arrive at a consensus on a particular set of co^etencles. Employers are looking for employees 
with skills which meet cerUin entry level requirej^ts. The basic education skill needed to accomplish a 
specific job or task needs to be determined. In many instances the desired competency can not be designated 
by a certain grade level. 

Special and vocational educators can work witft employers to identify appropriate basic education skill 
needs. This activity will provide e«i^>loyer input and help edwators to develop proposals which train handi- 
capped youth for relevant tasic education skills. 

The basic educatiw skills provided in the above section reveal the thinking of various agencies associa- 
ted with the development of JTPA youth competencies. As an individual teacher you must declite which basic 
education skill competencies your students can achieve. This information plus the knowledge of what emploi«rs 
expect can provide the basis of the competencies which will be taught. It would be most helpful to discuss 
the competencies with the Private Industry Council as the PIC determines i^t will be accepted. A competency 
benchnark i^ich is too high to be achieved by specific handicapped youth can be adjusted by the PIC Private 
Industry Councils are Interested in achieving positive terminations. Competencies which meet this objective 



will be valued by the PIC. 
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m SPECIFIC SKIUS 

Introduction 

The exmnples of Job specific sMlls contalmd In this section are telr^ used by rpeclfic Private Industry 
Councils to meet ^loyer meds, structure tralnlt^ pn^rams and help In determining Horn effectively pro- 
grass perfomwl. 

As described by the national Ctowmor*s Association, ^'prlnary Job-specific skills relate to the pro- 
ficiency to perform actual tasks 'and technical fimrtlons required by c^taln Mcupatlmial fields at entry, 
1nten!ied1ate or advanced levels. Secondary Job-specific skills entail familiarity i*1th and use of set up 
procedures, safety measures, t^k-related terminology, recordkeeping and paperwrk fomats, twls, equip* 
nent and raterlals, and breakdc^ and clean up routines. As with the basic educatlim category. Job-specific 
skills measures are directly affected by the nature of the occupatlws Involved. Therefore, the Job- 
specific skills necessary for determlnlf^ co^temry rieasures are also related to enrolls career decisions. 
This area probably has t)« widest varied of Ic^lementatlon alternatives, and may well be the most difficult 
to set up.** 

"COTpetency criteria are forwilated aroimd funct1<mal program related skills ami reflect actual learning 
and achievement, r^t sl^ly tte passage of time. C(»;^etem:y r^asures sliould be singly stated, easily 
understock!, practical and attainable, ami accurately nmsjrable." 

In reviewing these exiciples, please note follmlngr^ 

1. most of the exatt^yles are excerpts, fn>t ccmplete sets of Job specific skills 

2. these exai^les do not necessarily correspwd with earlier exa^nples of steps 
to take when setting up a youth eqsloym^.t con^etency syst^. f¥oJect staff 
wished to present as wide a range of options as :^ss1b1e In the space available, 

3, because the specific skills required for some Jobs are quite C06^)lex and 
extensive* program operators night train program participants for a sec^ence 
of jobs, ranging fnm less skilled to more skilled, based on the same 
conprehenslve set of sfwrlfic job cor^tencles. For Instance, a portion of 
skills listed for tt^ 38 week building maintenance worker program (fcHind 
later In this section) might be taught to s«^ program participants, wN) 
night fill a "building maintenance helper** job openli^. 

4, To receive an equitable opportunity to succeed %cm Iiand1capf«l might 
require JTf^ program staff to consider adjusting: 

a) the goals of training (sc(^ and se<^ence of skills to be learned) 
and 

b) the Instructlof^l mettods (for instance, adjusting the speed at which ' 
new material Is introduced, providing an oi^iortunlty for a<kl1t1onal 

practice urater close* supervision, using c^r^ step by step explanatlms 
and demonstrations, and providing more frequent and speclfl performance 
feedback.) 

A participant who has difficulty learning can still a conpetent |^rforc«r after the skills have 
been grasped. 

Job Speeifio Skilla^ Sas^te (Me: Spwifying Teaahtnu Job Specific SkilU 
Source: Kaneae fixek ft^iva on Xouth (k^eunoy 

The attalfnnent of ttw ^ Specific Skills Cmi^tency Indicates ttut the ^uth has st^cessfully demon- 
strated a proficiency In ttwe tectailcal skills necessary to malnUIn is^loyment in that'speclfic {K:cupa- 
tlon or occMPatliml cluster. Tte Irntlcators and b^hmarks stould be decided upon based on accepted 
Industry practices and employer/instructor feedback of the specific occupational field In which the youth 
is being trained. Skills will wcessarily vary depending (m tte (^urwtlOT selected and training time 
available but should iwlixle knmledge of terms, use of twls if appropriate, and safety procedures In 
addition to tl^ techiical skills required. 
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During the pr«-issessnent phase, the participant's Job specific conpetency levels may be assessed 
through contact with previous employers or through a practical and/or written/oral test of skills. This 
test will be devised and a<fciinistered by an appropriate employer or vocational instructor. 

The goals, process/ procedure, evaluation, ami certification vary deperaiing on the type of prograw 
enrollment selected for the ywth. On-the-job Training (OJT). Youth Try-out Ef^loyswnt, and WOrk Experience 
are similar in their aimi and therefore in co^tency foraat. Classroon trvlni^ relies on tl» class ^Is 
being met through adei^ate lesson plans and instruction so the fonwt for the coi^tency is different. Both 
formats. will be discussed. 

The goal for OJT. Youth Try-mit Employ^t ami terk Experience is for t»» participant to receive 
certification by his/her supervisor that an accepUble level of parforoanee at the tasks listed in his/her 
training outline fuis l»en demonstrated after coqiletion of no less ttan 75X of the scheduled training time. 
The process/procedure for OJT, Youth Tf^-out En^loyment and Work Experience is for the JTPA Represenutive 
and worksite supervisor to identify the occi^tion for which tHe participant will be trained. Then a brief 
job description based on trw Information provided by the employer HHKtlH 4th Edition of t>» Dictionary of 
Occupational Titles book Is entered in the appropriate place on the training outline. After reviewing duties 
and skills needed for the position, the r^^sentative and e^loj^r Jointly agree on and list no less than 
seven (7) tasks on the training outline in which the participant will be trained. There must be i#ritten in 
the fonn of Competency Statements (Measures). Unless otherwise noted, the level of performance is onder- 
stowJ to Nf "to e^loyer's satisfaction" ami the methwi of assessm»)t is "observation and/or product review." 
The wrkslte sufM>rvisor will respond to participants level of perfcmance on #13 of the monthly Job Perfor- 
mance Review Rating Sheet. Assessment of the jMrticipant's attain^t of Job specific competewy levels is 
done through employer/supervisor feedback and rating of required task performance. Certification of the Job 
Sp«:1f1c Conpetencies is Average Rating or better in all item on the JTPA Training Outline form after com- 
pletion of no less than 751 of the scheduled training tine for OJT, Try-out E^loyment ami H.E. 

The goal for Classroom Training is for t»w participant to receive passif^i credit, a certificate of 
conpletlon or diploma from a training agent after copulating a training cnirse approved by ttw JTPA Repre- 
sentative. 

The process/procedure for Classroon Training is for the JTPA Represwitative to record on page 2 of the 
EDP In thfc Planned Activities/Results section the objective of the classroom training activities (i.e. to 
obtain passing grade, diploma, licensure, etc.). The JTPA Representative ttm records the acc<»plishnent 
of the objective on the Enployability Development Plan Update. Certification of the Job Specific Convetencies 
for classroom training is a passit^ gredc (C or above overall) as recorded by tJ» instructor. 
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Jab Sfmaifia Skittas SxcBfpU ftw; Kanm* JTPA Jol TrainiAg Outline 
Sotavm: 7h« Kantaa TKuk Foro« on iouth Q^wtanoy 

KAHSAS JTPA JOB TRAINIWS OUTlIftE 

Participant's Narae: .. Occupation: Bull ding Maintenance Wor»ter 

JOS DESCRIPTION; 0.0. T. Code 899.381-010 
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The participant will te able to: The participant: 


.. 


1, recognlie and safely use liawl and pwer i. a. will able to nan® and identify hardt(K)ls 
tools 


75 


" " b. will be able to name and Idcht^fy pcwer 

tools 




^" c. IMll iw able lo naro safety procedures 

t!tat r^st be folloi^ irf^ using varlcKis 




tools 

d. U111 be able to Identify what tools are 




necessary to perform sp^lflc tasks 
fi U111 able to use Mint sorav (hins* 

B « Will W B V i H 1p r * «* w * A f 




hartners. saws, pliers, wrenches, wire 

ritttprc scnvw drivAirs And iMifit hractas 




' ' f. U111 be able to operate a router, a table 

CAW A dr*111 nnAcs. a hAiid cIrculAr sam. 




a lathe, a sabre saw, is Jig saw, a band 
* cAvi. A belt sander. And a radial ara saw 




g. Will conshtently return tools to their 
places 




Z, perform basic elecirical repairs Z. a. will install ami replace fixtures and j 

swi tches 


300. 


b* U111 repair a defective 1a^ 

c. Will Inspect heatInQ ami cMlInf eoulpment 




so that mm parts can be flKCNl before 
breakdoi^s occur 




3. perform bask carpentry duties 3. a. uin be able to j^forw basic measurements 

b. Willi repair dwrs and wimfws 


350 


" c. Win be able to replr plaster 

d. Will be able to repair tmodwork 




e. Utll be able to twild shelves airt/or other 
simple constructions 




4. perform bask plumbing repairs 4. a. Will be able to i«)rk with galvanized 

waterp1{% 


300 


b. Will be able to Mrk with copper Mterpipe 
c* Win be able to replace Mtshers ami valves 




d. Win be able to unclog drains 

e» Will be able to reoalr and/or replace leaky 




pipes and ^ai^ets 
f. will be able to reMlr and/or replace toilets 




5. i^rform basic painting S. a. bill property prepare surfaces to be painted 

b« will select aoorMrlate tvoe of oalnt 


275 


c. will select apprflprlate method to apply ^int 
d* Will able to properly apply paint 




e* be able to clean work area and tools 
wften finished 




6". deronstrate k'nowlatige of job related terms 6. a. Will be able to define tectwical terms 

perulning to the field 


20 


b. Will use cwnron terms cprrectly 




7. perfora basic custodial tasks 7, a. Will select appropriate cleaning tools 

b. Will select and prei^re appropriate 


120 


cleaning solutions 
c. Will be able use correct technique 




d. Will use correct safety precautions 

e. Will put away tools, ctamlcals and cleaners 




ti^en finished 
f. Will appropriately dispose of MSte, dirt. 




^ and garbage 




Specific Objective of Training: 
Payroll Procedures: 

Distribution: ASC^-whlte; &i9loyer«;^ldenrodi StM^pInk; Representat1ve*green; Part1c1pant*tlue 
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Jab Speeifia Skill8, Exanvle Three: AatJomt CUj^/Aaaiatant Bookkeeper/ 

^ BilUng/F^roll/Hnvicial Clerk 

Sourca: fWuate Industry Counoil of Hwiioldt Cow.tn, Sitreka, California 

Note: Th€ entire series of cwnpetwicies for this specific occupation consists of 25 itews. 



A. 
A.I 

Measures: 



Tool or 
Oocuinent; 



Busiress machine skills 

Deoonstrate the ability to t>pe standard forms. 

a. Type a rainiiwaa of 40 wpn with no less than 3 errors on a five minute typing test; 

b. Type four different preprinted business forms with the necessary infomation with 
any errors neatly corrected; and 

c. Given five names and addresses, type five file folder and five Miling labels neatly 
and with any errors neatly corrected. 

a. Standard five minute typing test (straight text) 

b. Cwipleted copies of business forms 

c. File folder labels ^vA nailing labels 



A.2 

Iteasures: 



Tool or 
Document: 



Oanonstrate the ability to use a 10 key calculator. 

Given a three ninute test, type drta at 150 spn with lOOX accuracy; and 



a. 

b. 



a. 
b. 



Given five addition, five subtraction, five division, five «wltiplicationand 
five percentage problems, use the calculator to perfom the tasks with lOT* 
accuracy. 

Three minute test, using straight colunms of figures 
25 problem arithmetic test 



A. 3 

lleasures: 



Tool or 
Docun«nt; 



Iteaonstrate the ability to use copy ir»chines. 

a Use a copy machine to make one and two-sided single and Multiple copies of a document with 
100* accuracy, flultiple page documents should be collated and stapled neatly and with 
TOO* accuracy. 

a. Complete copies 
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B 

8.1 

Measures: 



Tool or 
Document: 

8.2 

Iteasures: 



Tool or 
Document; 



GENERAL OFFICE SKILLS 

Demonstrate the ability to answer the telephone and Uke phone messages. 

a Answer five telephone calls using good phone skills (i.e., g(KKl English, speaking clearly, 
politely...) and take messages with 100S accuracy {to Include nan»s and telephone nunbers 
of the calling parties, time of dty, date antf who the messaoe is for, and by whom it was 
taken). Phone skills must be rated as satisfactory by the (calling) evaluatof. 

a. Evaluators ratings of five calls, telephone Rwssages. 

DpRionstrate the ability to file and retrieve cards and docwi«its in alphabetical, chronological 
and nimierlcal order. 

a. File a set of 25 ■iociroents in alphabetic order and within t»w letter In chronological 
order with no f.iore than ttree mlsfillngs in no less than. minutes; 

b. File 25 cards numerically with lOOt accuracy in less than minutes; and 

c. Given a list of 10 file names, retrieve files from an alphabetical file with 100* accuracy 
in no less than minutes; and 

d. Given a 11st of 10 numbers, retrieve cards from a numerical file with lOOX accuracy in no 
less than minutes. 

a. Trainer's docuf.ientation of correct filing and time taken 

b. Trainer's docuiwntatlon of correct filing and time taken 
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B.3 

Measures: 



Tool or 



c. Trainer's record of doci^nts retrieve and tioe taken 

d. Trainer's record of cards retrieved and time taken 

Demonstrate the ability to utilize a cross referemied filing systen. 

a. Given ten documents to be cross n»feraiced, prepare a list of those docui^nts with tte 
cross reference m)tat1on followlnr each entry neatly, legibly and with lOW accuracy; and 

b. Given a cross reference list of five entries, correctly locate tte five references with 
loot accuracy* 

» 

a. Cross reference list 

b- Trainer's docwnentatlon of correct location of doci^nts 



C 

C.l 



BASIC BOOKKEEPIfIG SKILLS 

Describe the basic accounting systen* 



rteasures: a. 



b. 



d. 
e. 

a. 
b. 

c. 
d- 
e. 



Tool or 
Document: 



Given 25 financial Item and their descriptions, classify each as an asset* a liability or 
as capital (owter*s equity) with iOl accuracy; 

State the fundamental bookkeeping equation and, gUen 10 sets of two elements, calculate 
the value of the missing e1«f^t neatly, legibly and with lOOS accuracy* 

State three basic variations of a transaction's potential effects on accounts neatly 
and with 100* accuracy; 

Given a series of accounting tenns related to stirtlinji an accounting system, match each 
to its definition with 1(KW accuracy; and 

Given 8 financial Items and the nerne of a cortiany, prepare a beginning balance sheet 
for that COTlwny neatly, legibly end with 100* accuracy. 

Financial Items classification worksheet 

Bookkeeping equation worksteet 

Stater;«nt of transactions* effect on accounts 

Definitions worksheet 

Balance sheet 



C,2 Divide transactions Into ttwir debit and credit parts, 

rteasures: a. Analyze a series of transactions shown on T-accounts and sort the entries Into debits and 
credits with 100* accuracy; 

b. Given 3 lists of account balances for different clients, open a led^r of T-accounts for 
each client {Including T accounts for tteir creditors), and use the fundamental bookkeeping 
equation to deronstrate that debits equal credits; 

c- State the three rules of debits ard credits with 1(WX accuracy, and show each rule on a 
T account neatly, legibly ami with 1CXW accuracy; and 

d- Given an account, calculate its balance and Identify the side on which It should be shown 
with 100* accuracy. 

Identify and classify accounts affected by transactions with 1(X)X accuracy- 



Tool or 
Docwent: 



e. 

a. 

b. 
c. 
d. 



T-accounts worksheet 
Proving equality worksheet 

Written statement of rules and T account depictions 
Account classification worksheet 



ERIC 



C.3 

f4easure5: 



Tool or 
Document: 



Define the terms related to recording and posting oi^nlng entries In Joymdls. 

a. Given the terms related to recording and posting os^lng entries, matoh tiwm to their 
definitions with 100* accuracy. 



a. Opening entries definitions wrksheet 
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Job Specific SkilU^ SsxsfqiU Four: Auto Body Impair 

SouxKte: Private If^bmtry Council of South Floridly Mimi^ FZorida 

ltot«: The entire series of corn^encles for this Sf«:1f1c occupation consists of 28 itm%. 



wmmK 

WISER 




bPK^HKARK 


STANDARDS 


1 


TOOLS 

AUTO BODY RtraIR 


Without the aid of references, the participant Kill identify ten 
tools and safely demonstrate their use to the evaluator's satis- 
faction. 


3c 


* 

2 


Inspect/rteasure 


Given a daaaged vehicle, wtnse body need inspectii^, the rec^lred 
tools and e<^ij]ioent, the participant will inspect to deterejiw If 
the Dooy is oeni or misai isneo. ine pamcipant khjs^ ne aoi« tu 
list the dacnges and be able to record by each d^ged smasurement 
the vehicle true allgrwnt specifications according to tte manu- 
facturer's manual. Findings and irmsurefsmts must agree with 
evaluator's. 


3c 


3 


Straighten/ 
« Repair & 
Align 


Given a v^lcle with a damged tody, tMls and equ1p»ent» tte 
participant will straighten, align and repair the body to Its 
original dlinenslons as specified In the manufacturer's ^^eclfl- 
cations. 


3c 


4 




Given a vehicle with a (tagged front or rear and tools* 
tte j»rt1c1pant will remove and Install replace^t bw^r, 
Replac^nt must confom to original appearance. 


3c 


5 


Fenders 


wiVen a venicie wivn a uwnifuj^v ii^niwr ami r^^niir^ii vwwi»f vff« 

participant will nwwve, replace and align replaccw»it femJer 
to original abearance. (Ap(»*ox1r»tely 5/32 Inches between 
door and hood.) 


3c 


6 


Doors 


Given a vehicle requiring door replaceoent and tool:., the 
participant will remove and replace the door. Replacement 
door rnist be aligned to approximtely a S/32 Inch gap between 
door ami panels. 


3c 


J 


Hood/uecK raneis 


ftivan m uah^rlo wlfh ji n^cAllofiffd hiwid fir deck nanel . t^ 
participant will edjust hood or d«:k panel at adjustment points 
to Insure allgrai^nt with adjacent panels (approKlmately 5/32 
gap between panels). 


3c 


8 


Weld-In Panel 


Given a vehicle with a damaged weld-In panel and tools, the 
participant will rer.K)ve and replace. Replacement panel imist 
, conform to original body contour. 


3c 


9 

• 


FIBERQ.ASS BODY 
Repair 


Given a fiberglass f»nel requiring r^alr the fwrtlcipant will 
renove the dana^ material and fill the damaged area with proper 
mixture of resin and fiberglass, Pai^l cwst be finished to 
original contour. 


3c 


10 


Replace 


Given a vehicle with a danwged fll^rglass panel, tt« participant 

remove and replace panel. Panel imist be finished to 
original contour. 


3c 


11 


Straighten De- 
fomed Sheet 
ftetal 

HELDING/CUTTIfSJ 


Given a vehicle with 2 deforrwJ sheet metal panels the partici- 
pant will straighten and align panels, so that all high and low 
spots are removed and all contours will conform to original 
shape. 


3c 










12 


Pick & File 


Given a vehicle with a daiwged area, tools and ei^ipment, the 
participant will straighten the damaged area by ttw pick ami file 
n^thod so that the area is srmth to the touch and conforms to 
the original contours of tt^ body. 


3c 


13 


Filling 


Given a vehicle with a minimum of three rough out panels in need 
of rewlr, the participant will fill and srooth depressed area 
to the original contour. 

4 


3c 
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Jab Sp0Hfi0 SkilUi, SxcmipU Fiw: Baokkaaping/Acaomting 
Souxvm: Primt0 Indmtry Ooumit of South Flaridt^ MUbH, Florid 

Hote: The entire ser1e$ of ccrqjetencies for th^s specific occupation consifts of 63 items. 



BEfCHHARK 



aEMENT 



&ENCW1ARK 



1 



10 



n 



12 



13 



B OOKKEEPIHG Af(0 
ACCOU^iTII^ TEWS 



RECEIPTS FOR CHECK 

m tm SALS — 

RECORDINS ACCOWTIfIS 

AfiD LEDGER 
CORRECT ERRORS 



RECORDIfC EtITRY 

PAYROLL 



RECORD ENTRY FOR 
SELLIhtC HfcWiHAt^ISE 
^rSCOTTS 



posTifa; Tmi 



POST TP LS^R 

ACCOUNT mi ' 
JOURNAL 

RCCOROirC ETITRY IN 



RECOROIRS CASH 



RECOKDinO ERTRY 



RECORDIRG ENTRY 

m BDVKNe — 

ffetmtjfata OH 
ACCOUNT 

RECORDIffl; EIITRY 



RECORDII^ ENTRY 
PgmtNINfe TO SALES 

tsx 



61ven 50 W3rds that are cormnly used in the 
bookkmping and accounting field, the partlclfNint 
t«i11 be able to define 40 out of tim 50 wrds 
correctly. 

Given ten ulcs transactims ami blank receipt 
forts, the participant will pr^re receipts for 
all sales transactions without error. 



Given a journal, ledger and a trial balance 
s^t with ten errors, the participant will 
locate and correct all errors, ami balance the 
two totals on the trial balance sheet. 

Given a completed payroll register and a conblna- 
tion journal iM general led^r, t>» participant 
will make the necessary accounting entries 
Including all withholding with lOOS accuracy. 

Given 25 ccmpleted sales slips, sale journal 
and a gaieral ledger, the participant will 
record all accowiting entries wit tout, error. 

Glvai a cash Journal and necessary ledgers, the 
participant will post all entries in the ledger 
wlttout error. 

Given a general journal and a general led^r, 
the participant will post colt^ totals to the 
ledger. Ledger tmist balance after posting. 

Given 20 business transactions and a coi^1f»t1(^ 
journal, ttw participant will record tte business 
transactions in the jounwl so that 15 out of 20 
transactions are recorded without error. 

Glv^ a guide, source docunmnts of ntcoasary 
journals and ledgers, the participant will record 
all entries in a chrorrologlcal sequence with 
lOOS accuracy. 

Given source coci^nts and necessary journal and 
ledgers, tf« participant will record all entries 
required for accounting of cash receipts. At 
least 901E of all required entries mst be made 
correctly. 

Given the source documents of ten business 
transactions for purcf^se on account or sales on 
account, the participant tmist be able to select 
the proper acccnints and post to subsldary led^r 
with 90S accuracy. 

Given a schedule of rates payable, rates date and 
Interest payments, arni necessary journal and 
ledgers, the participant will coc^ute and record 
exi^se account with lOOS accuracy* 

Given a stm^ry of dally sales tax for ora mnth, 
blank sales tax return, necessary journal and 
ledgers, the participant will cc^uter tte sales 
tax liability ami prepare the sales tax return 
with ^(Xit accuracy. 
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Job Speaifia Skilla, Sawyt* Six: Ofnmepaiat Oiaking and Baking 
Source: PrivaUi imbtBtry Comail of Sou^ florida, ttUmi, Florida 

Note: 



The entire series of cwpetencles for this specific occupation consists of 31 items. 



SENCi«iARK 



10 

n 

12 
13 

14 



CARE OF COOKIWS AREAS & 
Cooking Areas 



Equipment 

Inspection of Food 
Service Area 



IHSPECTIOW/CARE & 

STORAst OF mr 

Inspect/Recelving 



Storage 

Inventory 

f€WU PlAffflING 
Plan nenu 

Utilize Leftovers 
Plan Cooking Scfjedule 



PRE PARING FOOD FOR 

cmma 

Trim/Cut/Shred 

Dehydrated/ 
Concen urated 
Food 

fteat/ Fish/ Fowl 



Slicing fteat or Cold 
Cuts 

C00KIH6 
Tea/Coffee 



&ENDIIWRK 



RAINIKG 
STANDARDS 



Given supplies and equ1pf!mnt, the participant will clean 
the cooking area thoroughly so that It would pass a 
Department of Itealth Insi^ctlon. 

Prov1<ted supplies and equlpcmnt, the partldi^nt will 
clean kitchen w^lpront to the evaluator's satlsfactlw. 

Given a food service area where violations of sanitation 
1ai» exist, awl tte necessary foms, the part1c1f»nt will 
Inspect the area and rate all violations. All violatlms 
rated by evaluator mst be recognized. 



Provided a shipment of food, the participant will Inspect 
the food shiijaent for ^Mllty ami frestmess to the 
satisfaction of the evaluator, and In addition. In-checked 
shlp^t against vouchers for <piant1ty and take corrective 
actions If shIpMnt Is In error. 

Provided 5 food Item to be stored, the participant will 
store the Items according to rules of the state health 
department, and Insuring that tte ^d Is stored to retain 
high qiMillty. 

Provided the necessary ©aterlals, 5 food Items, the partici- 
pant will prepare an Inventory card for the five food Items 
correctly. 



Provided Instructions, a list of food Itees and form, tte 
participant will plan and write two menus to the evaluator's 
satisfaction* 

Given leftover ftwd Iteas and lu^cructlons the participant 
will plan two menus to the satisfaction of the evaluator. 
All Item on the evaluator's checklist imist receive a 
satisfactory* 

Provided a menu, recipes and Instructions the participant 
will plan a cooking schedule for all focKls to be couked 
correctly* 



Provided food iters and equipment, the participant will trim, 
cut or shred tte food Itews to the eva1uator*s satlsfactlcw. 

Given equlpront and a reclf^, the participant wHl pre|»re 
dehydrated awJ/or comrentrated foods for cooking to the 
evaluator's satisfaction. 

Provided a recipe, equlpnent, supplies and food Itens, the 
participant v/ill prepare rieat, seafood and/or fowl for 
cMkIng to tJte evali^tor's satisfaction. 

Provided food Items, equipoent and instructions, the 
participant will slice peat or cold cuts by hand and/or 
si leer to the thickness designated by the evaluator. 



Provided instructions, equlpront ami a recipe, tl^ 
participant will brew tea or coffee to tte evaluator's 
satlsfactlc^* 



ERIC 
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3c 

3c 
3c 



3c 
3c 

3c 
3c 

3c 



3c 
3c 



3c 



3c 



REFERENCES AND CONTACT P£RSO(» 



An Introduction to CofliiMrtaYcy^Based ^loymnt And 
Training PrograiHRiing for Youth l^der tte Job Training 
Partfwrship Act. Prepar«fd by Center for E^loyswit 
and Income Studies, The Floreme Heller Graduate 
School, 8raH<!ls University* 



C«!9«tency Certification 
Training 



Rock Island Trl-^Coc^ity 



Coci^tencles for Simaer Youth ^lojmnt and Training* 
1984, Submitted to The Denwr Private Imlustry Cowicll 
and Denver ER^lo^mmt and Training Actalnlstratlon: 
Sut»i1tted by: The Youth EinploysiMt Task Force In 
Conjunction with tte Four Contractors 

Servlclos de La ftoza 

Denver Youth Efnf>1o>imt Service 

Denver Alternative Youth Services - Southwest 

Denver Alternative Youth &irv1ces - Northeast 

Development and Design of Competemy System for 
JTPA Program Youth. Party rship Exchange An Informa- 
tional Service of the fjatlonai Job Training Partnership, 
Inc.t no. 3, June, 1984* 



Hi^boldt Cot^ty Youth Ec^loyment Coi^tencles. 
Prepared for the Hifi*oldt Cowty Private Industry 
Council, Submitted by Consult, LTD. 



JTPA Youth Erf)lo>siwt Competemyr Systera: A fMeU 
Prepared by: Kansas Task Force or Youth Ccm^temiy 



Materials for Developing Youth Cou^tency Systens. 
Private Industry Council of South Florida. 



Pre-employment Coi^tencles System Itodel, 
SutM!i1tted by The Youth Credentials Work Group. 



Pre-Employwent Skills for Vermont- 



Andrew Itahn 
Keller Sctool 
Brandeis University 
Center for Hia^n Resources 
Ualthi^, m 02254 

CatJyr Amirevs or Mary Lou Slbert 
Rock Island! Tri -County Consortium 
1^ 3rd AvenM 
Rock Island, IL 61201 

Uupita Gusman 

Denver Employment and Training Administration 
1440 Fox St* 

Denver, CO 80204 i 



Loroi Strumpf 

Assistant Director 

liational Association of Private 

Industry Councils 
Suite ^ 

2001 S Street, Jl.U. 
Washington, D.C. 20009 

Claudia Brazeau 
Executive Director 

Private Industry Cowcil of Hia*oldt County 
9^ Sixth St. 
Eureka. CA 95501 

*teff Forest 

(Apartment of Kt«nan Itesources 
Division of Employment (JTPA) 
401 Topeka Avenue 
Topeka, KS 66603 

Kenneth Kistner 
South Florida Emplojfment and 
Training Consortium 
225 flE 34th St. 
fiiani, FL 33137 

Philip L. Thibodeau 

Progr^ ^m:1al1st 

Fifteen Coimty Service Itelivery Area 

100 (iospltal St. 

State »touse Station 55 

Augusta, m 04333 

Peter S. Cwnart 
Youth Planner 
State of Vermont 

Department of Ef^^loyment and Training 
P.O. Box 488 

ftontpelier, VT 05602-0488 
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The Vocmionai StiKH^ Center 

School of E<k£Aion 

964 EdiMsational Soirees BuitcNng 
1025 West Johreon Street 
Macfison. Wi S3706 



Nofi PjofH Org. 

U.S. pQsrage 
PAID 

MMliscm. Wis. 
Permit No. 658 



RJC 



I. Develop an InseFvloe Training Package to help special educators enroll their students in Job 
Training Partnership Act Programs; 

n. Disseminate the Inservice 'Hrainlng Package through workshops and national dissemina- 
tion activities. 

nx. Evaluate the activities of the project and its impact on the target audience. 

How will the okiMtivM hm reached? 

National searches wUl be conducted to identify each state's individual cTTPA guidelines, JTPA 
programs as they relate to handicapped students, an^ promising JTPA programs around the 
nation which serve handicapped students. Bxtensive program reviews and literature searohra 
will be made. 

The preliminary Inservioe TralxUng Package will be completed in Phase One of project opera- 
tion. In Phase Two the Inservlce Training Package will be field tested. In Phase Three, project 
staff will develop and Implement six regional workshops for a total of 600 participants, 
disseminate project materials and evalxiate the impact of the project. 

Antidpaled results 

A handbook to help special education teachers enroll handicapped students in JTPA programs 
and to utilize JTPA resources will be developed. This handbook along with supplementary 
materials will make up the Inservioe Training Package. Over 88,000 special eduo^n students 
are expected to benefit from the project. 
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